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Commissioner’s Note: We have tried to make the meaning of each policy clear and 
eas ily u nders tood.   O ccas ionally,  thou gh,  you  may w ant added clarification on the 
s ignificance of a provis ion.   I f s o,  pleas e talk w ith you r s u pervis or or contact the H u man 
R es ou rces  D irector.   I f you  are a s u pervis or and need s ome fu rther ex planation,  you  
s hou ld dis cu s s  it w ith you r s u pervis or or A s s is tant C ommis s ioner,  or contact the H u man 
R es ou rces  D irector.   T hank you .  
 

Ch a p ter O ne.  G enera l  P rov isions 
 
S ec tion 1 .  A p p l ic a tion a nd  ef f ec t 
 
A . T h e p r ov is ions  of  ea ch  a nd  ev er y  p ol icy  s et f or th  in th es e p er s onnel  p ol icies  a nd  
r el a ted  p ol icies  of  th e L D A F  ( e.g .,  s a f ety  p ol icies ,  m otor  v eh icl e f l eet p ol icies ,  etc.) ,  a nd  
w h enev er  a m end ed  or  s u p p l em ented ,  s h a l l  h a v e f u l l  f or ce a nd  ef f ect a nd  ea ch  a nd  ev er y  
em p l oy ee s h a l l  b e s u b j ect a nd  b ou nd  th er eto. 
 
B . T h es e p er s onnel  p ol icies  s u p er s ed e a nd  r ep l a ce p r ov is ions  s et f or th  in p r ior  p ol icies ,  
g u id el ines  a nd  d ir ectiv es  w h ich  a r e in conf l ict th er ew ith  or  w h ich  h a v e b een r eena cted  b y  
th es e p er s onnel  p ol icies ,  a nd  a l l  s u ch  p r ior  p r ov is ions  a r e r ep ea l ed  a nd  h a v e no f u r th er  
f or ce or  ef f ect. 
 
C. I g nor a nce of  p ol icies ,  d ir ectiv es ,  p l a ns ,  p r oced u r es ,  p r a ctices ,  r u l es  a nd  s ta nd a r d s  
es ta b l is h ed  b y  th e L D A F  s h a l l  not b e cons id er ed  a n ex cu s e or  j u s tif ica tion f or  a ny  b r ea ch  
or  d is r eg a r d  of  s u ch  b y  a n em p l oy ee. 
 
S ec tion 2 .  I nterp reta tion of  th ese p ol ic ies 
 
A . W or d s ,  ter m s  a nd  p h r a s es  s h a l l  b e r ea d  w ith  th eir  contex t a nd  s h a l l  b e cons tr u ed  
a ccor d ing  to th e com m on a nd  a p p r ov ed  u s a g e of  th e l a ng u a g e. 
 
B . W or d s  u s ed  in th e s ing u l a r  nu m b er  incl u d e th e p l u r a l  a nd  th e p l u r a l  incl u d es  th e 
s ing u l a r . 
 
C. W or d s  u s ed  in one g end er  a p p l y  a l s o to th e oth er  g end er s ,  ex cep t a s  oth er w is e cl ea r l y  
ind ica ted  b y  th e contex t. 
 
S ec tion 3 .  D ef initions 
 
A s  u s ed  in th es e p er s onnel  p ol icies  a nd  el s ew h er e in r el a ted  p ol icies  of  th e L D A F ,  th e 
f ol l ow ing  w or d s ,  ter m s  a nd  p h r a s es  s h a l l  h a v e th e a s cr ib ed  m ea ning s ,  u nl es s  th eir  contex t 



of use requires otherwise: 
 
A .  “ L D A F ”  m ea n s the L ouisia n a  D ep a rtm en t of A g ric ul ture a n d  F orestry ,  a n d  a n y  
sub sid ia ry  a g en c y  a n d  a ssoc ia ted  en tity  un d er the g en era l  sup erv ision  of the 
C om m ission er.  
 
B .  “ C om m ission er”  m ea n s the C om m ission er of the L D A F ,  a n d  a l so m a y  m ea n ,  to the 
ex ten t a n d  for a  p urp ose set b y  the C om m ission er of the L D A F ,  on e or m ore other 
offic ers of the L D A F ,  the E x ec utiv e C oun sel ,  H um a n  R esourc es D irec tor,  or other 
d esig n a ted  em p l oy ee.  
 
C .  “ O ffic er of the L D A F ”  refers to the C om m ission er,  D ep uty  C om m ission er,  
C on fid en tia l  A ssista n t,  a n d  ea c h A ssista n t C om m ission er.  
 
D .  “ A ssista n t C om m ission er”  m ea n s a n  offic er of the L D A F  who is the hea d  of a  
sta tutory  offic e of the L D A F .   W hen ev er there is a  v a c a n c y  in  a  sta tutory  offic e of the 
L D A F  for the p osition  of A ssista n t C om m ission er,  the C om m ission er m a y  d esig n a te a n  
em p l oy ee to a c t a s the I n terim  A ssista n t C om m ission er for the p urp ose of a d m in isterin g  
a l l  or c erta in  p rov ision s of these p ol ic ies.  
 
E .  " E m p l oy ee"  in c l ud es ea c h a n d  ev ery  offic er a n d  m em b er of the sta ff of the L D A F  
irresp ec tiv e if their em p l oy m en t is on  a  ful l -tim e,  p a rt-tim e or c on tra c tua l  b a sis,  a n d  m a y  
in c l ud e a n y  p erson  a uthoriz ed  b y  the C om m ission er to b e a  v ol un teer in  serv ic e to the 
L D A F .  
 
F .  “ S ta ff”  refers to a n  em p l oy ee,  m ore tha n  on e em p l oy ee,  or the rol e or rel a tion ship  a n  
em p l oy ee p a rtic ip a tes in  or sha res with a n y  other em p l oy ee.  
 
G .  " W ork p l a c e"  m ust b e g iv en  the b roa d est p ossib l e c on struc tion  in c l ud in g  a n y  p rop erty ,  
fa c i l ity ,  b uil d in g ,  offic e or m ea n s of c on v ey a n c e tha t is own ed  or c on trol l ed  b y  the 
L D A F ,  or a n y  l oc a tion ,  rem ote or otherwise,  a t whic h a n  em p l oy ee,  for the p urp ose of 
a d v a n c i n g  the m ission  of the L D A F ,  effec ts a n  op era tion ,  fun c tion  or d uty ,  p rov id es 
g ood s or serv ic es,  or p a rtic ip a tes with a n other p erson  in  a n y  suc h a c tiv ity .  
 
H .  “ M ission  of the L D A F ”  is the l eg iti m a te fun c tion  of the L D A F ,  tha t is,  to p rom ote,  
p rotec t a n d  a d v a n c e a g ric ul ture a n d  forestry ,  soil  a n d  wa ter resourc es.  
 
I .  “ P ol ic y ”  m ust b e g iv en  the b roa d est p ossib l e c on struc tion ,  in c l ud in g  a n y  p rov ision  in  a  
d oc um en t p rom ul g a ted ,  or c a used  to b e p rom ul g a ted  b y  the C om m ission er whic h is 
in ten d ed  to in form  a n d  g uid e a n  em p l oy ee with resp ec t to his rol e in  the m ission  of the 
L D A F ;  a n d  m a y  ta k e the form  of a  written  p ol ic y ,  d irec tiv e or p l a n .  
 
J .  “ D uty ”  m ea n s the ob l ig a tion  of a n  em p l oy ee to c a rry  out a n  a ssig n ed  ta sk ,  serv ic e,  
fun c tion  or resp on sib i l ity  a s a  c on sequen c e of his p osition  or titl e,  or the c on d uc t thereof,  
or the d ura tion  of tim e a n  em p l oy ee is or is to b e en g a g ed  in  his a ssig n ed  serv ic e to the 
L D A F .  



 
K .  “ S u p e r v i s o r ”  r e f e r s  t o  t h e  p r i n c i p a l  e m p l o y e e  w h o  i s  a s s i g n e d  t o  p r o v i d e  d i r e c t i o n  t o  
a n  e m p l o y e e  w i t h  r e s p e c t  t o  h i s  o r d i n a r y  p e r f o r m a n c e  o f  w o r k -r e l a t e d  t a s k s ,  d u t i e s  a n d  
r e s p o n s i b i l i t i e s ,  o r  a n o t h e r  e m p l o y e e  w h o  s h a r e s  i n  t h e  p r o v i s i o n  o f  s a i d  d i r e c t i o n  t o  a n  
e m p l o y e e ,  o r  o n e  o r  m o r e  e m p l o y e e s  i n  a n  e m p l o y e e ’ s  a s c e n d i n g  c h a i n -o f -c o m m a n d .  
 
L .  “ S u p e r v i s o r y  s t a f f ”  r e f e r s  t o  o n e  o r  m o r e  s u p e r v i s o r s .  
  
M .  “ C h a i n -o f -c o m m a n d ”  r e f e r s  a  d i s t i n c t  s e r i e s  o f  l i n e ,  s u p e r v i s o r y  a n d  m a n a g e m e n t  
p o s i t i o n s  t y p i c a l l y ,  b u t  n o t  n e c e s s a r i l y ,  i n  o r d e r  o f  a s c e n d i n g  h i e r a r c h i c a l  a u t h o r i t y .  
 
N .  “ L a w f u l  o r d e r ”  m e a n s  a n y  o r d e r ,  d i r e c t i v e  o r  i n s t r u c t i o n  s a n c t i o n e d  b y  l a w ,  p o l i c y ,  
C i v i l  S e r v i c e  C o m m i s s i o n  r u l e  o r  E t h i c s  C o d e  p r o v i s i o n ;  a n d  s h a l l  b e  c o n s t i t u t e d  
v e r b a l l y ,  i n  a  t e x t  f o r m a t  o r  b y  d e p i c t i o n ,  s i g n a l  o r  g e s t u r e ,  t y p i c a l l y ,  b u t  n o t  n e c e s s a r i l y ,  
b y  s u p e r v i s o r y  s t a f f ,  o r  o t h e r  d u l y  a u t h o r i z e d  e n t i t y  o r  p e r s o n .  
 

Chapter Two. Employee Conduct 
 
S ecti on 1 . I ntroducti on 
 
M a i n t a i n i n g  a  c l e a r  d e s c r i p t i o n  o f  r i g h t s  a n d  o b l i g a t i o n s  t h a t  p e r t a i n  t o  t h e  d e s i r e d  
c o n d u c t  o f  s t a f f  i s  e s s e n t i a l  t o  e n s u r i n g  t h e  o p e r a t i o n a l  e f f e c t i v e n e s s  o f  t h e  L D A F .   A n  
e m p l o y e e  h a s  b o t h  a  r i g h t  a n d  a  d u t y  t o  k n o w  w h a t  t h e  L D A F  d e e m s  i m p o r t a n t ,  r e q u i r e d ,  
i m p r o p e r  a n d  p r o h i b i t e d  r e g a r d i n g  h i s  c o n d u c t ,  i r r e s p e c t i v e  i f  t h e  c o n d u c t  o c c u r s  i n  t h e  
w o r k p l a c e  o r  d u r i n g  o f f -h o u r s  s h o u l d  s u c h  c o n d u c t  m a t e r i a l l y  a f f e c t  t h e  L D A F .  
 
S ecti on 2 . P urpos e 
 
Th e  p u r p o s e  o f  t h i s  C h a p t e r  i s  t o  e s t a b l i s h  g u i d e l i n e s  a n d  r e q u i r e m e n t s  f o r  a n  e m p l o y e e  
t o  f o l l o w ,  t h e  c o l l e c t i v e  a c c o m p l i s h m e n t  o f  w h i c h  a d v a n c e s  t h e  m i s s i o n  o f  t h e  L D A F ,  
p r o v i d e s  f o r  a  w o r k  e n v i r o n m e n t  m a r k e d  b y  c o o p e r a t i o n  a n d  m u t u a l  r e s p e c t ,  a n d  
s u p p o r t s  c o n s i s t e n t  a n d  t r u s t w o r t h y  d e c i s i o n  m a k i n g .  
 
S ecti on 3 . I nterpretati on and appli cati on of  prov i s i ons  
 
A .  Th e  p r o v i s i o n s  o f  t h i s  C h a p t e r  a r e  n o t  i n t e n d e d  t o  b e  d e f i n i t i v e  o f  e v e r y  a c t i o n  o r  
b e h a v i o r  r e q u i r e d  o f  a n  e m p l o y e e  o r ,  o t h e r w i s e ,  o f  e v e r y  u n d e s i r a b l e  a c t  o r  f a i l u r e  t o  a c t  
t h a t  m a y  c o n s t i t u t e  a  b r e a c h  o f  a  p r o v i s i o n  o f  t h i s  C h a p t e r .   C o n s e q u e n t l y ,  e a c h  a n d  e v e r y  
p r o v i s i o n  s h a l l  b e  g i v e n  a  g e n u i n e  c o n s t r u c t i o n ,  a c c o r d i n g  t o  t h e  f a i r  i m p o r t  o f  i t s  w o r d s ,  
t a k e n  i n  i t s  u s u a l  c o n t e x t ,  a n d  w i t h  r e f e r e n c e  t o  t h e  p u r p o s e  o f  t h e  p r o v i s i o n .  
 
B .  C o n s i s t e n t  w i t h  t h e  p u r p o s e  o f  t h e  p r o v i s i o n s  o f  t h i s  C h a p t e r  a n d  t h e  f a i r  a n d  
r e a s o n a b l e  a p p l i c a t i o n  t h e r e o f ,  t h e  C o m m i s s i o n e r ,  w h e n e v e r  n e c e s s a r y  t o  p r o v i d e  f o r  t h e  
o p e r a t i o n a l  e f f e c t i v e n e s s  o f  t h e  L D A F ,  m a y  p r o v i d e  f o r  t h e  i n t e r p r e t a t i o n  o r  m a y  a f f i x  
t h e  r e l e v a n c e  o f  a n y  p r o v i s i o n  h e r e i n  w i t h  r e s p e c t  t o  a n y  c i r c u m s t a n c e ,  c o n d i t i o n  o r  
s i t u a t i o n .  



 
Section 4. Core values 
 
Th e  c o r e  v a l u e s  o f  t h e  L D AF  s e r v e  a s  a  f r a m e w o r k  t o  g u i d e  t h e  d a i l y  a c t i o n s  a n d  
d e c i s i o n s  o f  a n  e m p l o y e e .  Sh a r e d  v a l u e s  g o v e r n  t h e  w a y  e m p l o y e e s  t r e a t  o t h e r s ,  g u i d e  
t h e i r  i n d i v i d u a l  i n t e r a c t i o n s  a n d  i n s p i r e  a n  u n w a v e r i n g  d e d i c a t i o n  t o  e x c e l l e n c e  a n d  
i n t e g r i t y .  V a l u e s  a r e  c o n s i d e r e d  c o m m i t m e n t s  t h a t  a r e  t o  b e  i n t e r n a l i z e d  a n d  m a n i f e s t e d  
b y  a n  e m p l o y e e .  Th e  c o r e  v a l u e s  o f  t h e  L D AF  a r e :  
 

Public First - E a c h  o f  u s  h a s  t h e  h i g h  h o n o r  a n d  d i s t i n c t  p r i v i l e g e  o f  s e r v i n g  t h e  
c i t i z e n s  o f  o u r  s t a t e .  W i t h  f a i r n e s s  a n d  h o n e s t y  a t  t h e  f o r e f r o n t ,  w e  w i l l  b e  
r e s p o n s i v e ,  p r o a c t i v e  a n d  f l e x i b l e  i n  o u r  d e a l i n g s  w i t h  o t h e r s . 

 
Pursuit o f  E x ce lle n ce  - W e  a r e  c o m m i t t e d  t o  g e t t i n g  t h e  j o b  d o n e  r i g h t  t h e  f i r s t  
t i m e  i n  a s  e f f e c t i v e  a n d  e f f i c i e n t  m a n n e r  a s  p o s s i b l e  a n d  i n  a c c o r d a n c e  w i t h  o u r  
o v e r a l l  m i s s i o n .  W e  w i l l  a s p i r e  a t  a l l  t i m e s  t o  d o  o u r  j o b s  b e t t e r  i n  e v e r y  
d i m e n s i o n . 

 
Po sitiv e  R e sp o n se  to  C h a n g e  - Re c o g n i z i n g  t h a t  o u r  w o r k p l a c e ,  t h e  m a r k e t s  a n d  
t e c h n o l o g y  a r e  e v o l v i n g ,  w e  a c k n o w l e d g e  t h a t  c h a n g e  i s  i n e v i t a b l e .  W e  w i l l  m e e t  
t h e  d e v e l o p i n g  d e m a n d s  a n d  e x p e c t a t i o n s  o f  t h e  p u b l i c  w i t h  c r e a t i v e  t h i n k i n g ,  
i n n o v a t i o n  a n d  m o r e  e f f i c i e n t  p r o c e s s e s . 

 
R e sp e ct f o r th e  I n d iv id ua l - W e  w i l l  c r e a t e  a  r e s p e c t f u l  a n d  m e a n i n g f u l  
w o r k p l a c e ,  c h a r a c t e r i z e d  b y  h o n e s t ,  d i r e c t  a n d  r e l e v a n t  c o m m u n i c a t i o n .  W o r k i n g  
t o g e t h e r  a s  a  t e a m ,  w e  w i l l  h o n o r  d i v e r s i t y ,  i n d i v i d u a l i t y  a n d  p e r s o n a l  a n d  
p r o f e s s i o n a l  d i f f e r e n c e s . 

 
C o m m un ity  M in d e d n e ss - W e  r e a l i z e  t h a t  o u r  w o r k  i m p a c t s  t h e  c o m m u n i t y  i n  
w h i c h  w e  r e s i d e ,  a n d  m a n y  t i m e s ,  b e y o n d  s u c h .  B o t h  a s  i n d i v i d u a l s  a n d  t e a m  
m e m b e r s ,  w e  w i l l  s t r i v e  t o  m a k e  o u r  c o m m u n i t i e s  b e t t e r  p l a c e s  t o  l i v e ,  w o r k  a n d  
l e a r n . 

 
Section 5 . W ork -related  d ecisions 
 
W o r k -r e l a t e d  d e c i s i o n s  m a d e  b y  a n  e m p l o y e e  s h a l l  b e  a b s e n t  a n y  u n f a i r n e s s ,  
u n r e a s o n a b l e n e s s  a n d  i m p r o p r i e t y ,  o r  a n y  a p p e a r a n c e  t h e r e o f .  Ac c o r d i n g l y ,  a n  e m p l o y e e  
s h a l l  s t r i v e  a t  a l l  t i m e s  t o  m a k e  w o r k -r e l a t e d  d e c i s i o n s  t h a t  a r e  l a w f u l ,  e t h i c a l  a n d  i n  
c o m p l i a n c e  w i t h  r e l e v a n t  p o l i c i e s  o f  t h e  L D AF .  W h e n e v e r  a p p r o p r i a t e ,  a n  e m p l o y e e  
s h o u l d  r e l y  o n  t h e  " STAR"  m e t h o d  t o  m a k e  w o r k -r e l a t e d  d e c i s i o n s :  St o p ,  Th i n k  &  Ac t  
Re s p o n s i b l y . 
 
Section 6 . Saf e w ork  p ractices 
 
A. I t  i s  t h e  r i g h t  a n d  o b l i g a t i o n  o f  a n  e m p l o y e e  t o  w o r k  s a f e l y .  P r o v i d i n g  s a f e  w o r k  
c o n d i t i o n s  a n d  a n  a c c i d e n t -f r e e  w o r k p l a c e  f o r  i t s  s t a f f  i s  a  h i g h  p r i o r i t y  o f  t h e  L D AF .  An  



employee shall give due regard to safety as a fundamental consideration in every work-
related decision.   A ccordingly,  an employee shall b e sub j ect and b ound to the applicab le 
provisions of the L D A F  L oss P revention P rogram ( generally referred to as the safety 
policies) .  
 
B .  F or the purpose of this C hapter,  each provision of the S afety R ules as set forth in 
S ection I I I  of the G eneral S afety P lan of the L D A F  L oss P revention P rogram shall b e a 
lawful order,  and an employee shall ob ey and comply with each such safety rule.  
 
C .  W ithout the prior consent of an A ssistant C ommissioner,  an employee shall not keep 
any pet animal under his care and control ( any service animal ex cepted)  or his minor 
children ( or similar dependent or relation)  in the workplace.  
 
Section 7 .  C onf or m a nce to l a w  
 
A n employee shall conform to,  and ab ide b y the law of the U nited S tates of A merica and 
its sovereignties whenever present therein,  and the state of L ouisiana and its political 
sub divisions whenever present therein.   A s used in this S ection,  the term “ law”  shall 
mean each and every applicab le code,  regulation,  statute,  rule and ordinance.  
 
Section 8 .  C ond u ct u nb ecom ing  a n em p l oy ee 
 
A n employee shall act dutifully,  responsib ly and professionally at all times as not to 
reflect unfavorab ly upon himself or the L D A F .   U nb ecoming conduct refers to conduct 
b y an employee which tends to:  
 
( 1 )  b ring the L D A F  into disrepute or pub lic emb arrassment;  
( 2 )  reflect discredit upon himself in his role as an employee;  
( 3 )  impair the operational effectiveness of the L D A F  or its staff;  
( 4 )  adversely affect the morale of staff;  or 
( 5 )  reasonab ly b e ex pected to damage the pub lic’ s respect,  confidence or trust of the 
L D A F .  
 
Section 9 .  F id el ity  to th e L D A F  
 
A n employee shall not overtly criticiz e the L D A F ,  any policy or any employee verb ally,  
in tex t format or b y depiction,  signal or gesture whereb y such is defamatory,  ob scene and 
unlawful,  or ex hib its a wanton disregard for the truth,  or tends to undermine the 
operational effectiveness of the L D A F .  
 
Section 1 0 .  R ep or ting  f or  d u ty  
 
A .  A n employee shall report for duty at the time and place specified b y his supervisor,  
and b e physically and mentally fit to accomplish his assigned duties,  tasks and 
responsib ilities in a manner consistent with the provisions of this C hapter.  
 



B. An employee shall report for duty attired, groomed and portraying an appearance that 
is consistent w ith the prov isions of applicab le policy. 
 
Section 11. Performance of duty 
 
A. An employee shall maintain licensure and a proficiency lev el sufficient to properly 
perform his assigned duties, task s and responsib ilities as set forth in or contemplated b y 
his position description and, accordingly, shall perform such assigned duties, task s and 
responsib ilities properly.  U nsatisfactory performance b y an employee may b e ev idenced 
b y his:  
 
( 1 )  unw illingness or inab ility to perform any assigned duty, task  or responsib ility;  
( 2 )  failure to maintain licensure or conform to w ork  standards estab lished for the 
employee’ s position;  
( 3 )  ab sence from the w ork place w ithout proper authoriz ation;  
( 4 )  repeated poor performance ev aluations;  
( 5 )  repeated disciplinary actions or documented counseling sessions;  or  
( 6 )  disruptiv e or other inappropriate b ehav ior or conduct in the w ork place. 
 
B. An employee shall b e responsib le for his action or failure to act and shall not attempt 
to shift the b urden of such responsib ility to another. 
 
C . An employee shall adhere strictly to the policies, directiv es, plans, procedures, 
practices, rules and standards estab lished b y the L DAF . 
 
D. ( 1 )  An employee shall carry out his assigned duties, task s and responsib ilities ab sent 
any negligence. 
 
( 2 )  N egligence ex ists w henev er the conduct of an employee amounts to a gross dev iation 
b elow  the standard of care ex pected to b e maintained b y a reasonab ly careful person 
under lik e circumstances. 
 
Section 12 . N eg l ect of duty 
 
A. An employee, w ithout proper authoriz ation, shall not b e ab sent from his assigned 
w ork place or fail to perform his assigned duties, task s and responsib ilities. 
 
B. An employee shall remain aw ak e and alert w hile on-duty or, if unab le to do so, shall 
report promptly to his superv isor, w ho shall determine the proper course of action. 
 
Section 13 . N otification of il l nes s  or inj ury 
 
A. ( 1 )  An employee w ho k now s that he w ill b e unab le to report for duty due to illness or 
inj ury shall immediately notify his superv isor or ensure such notification is made to his 
superv isor.  S uch notification shall include the nature of the illness or inj ury, the location 
w here he w ill b e recuperating and the ex pected date of return to duty. 



 
( 2 )  W h e n e v e r  t h e r e  i s  c h a n g e  i n  t h e  i n f o r m a t i o n  t h a t  w a s  p r o v i d e d  i n  t h e  n o t i f i c a t i o n ,  a n  
e m p l o y e e  s h a l l  c o m m u n i c a t e  s u c h  t o  h i s  s u p e r v i s o r .   
 
B .  A n  e m p l o y e e  t a k e n  i l l  o r  i n j u r e d  w h i l e  o n -d u t y  s h a l l  p r o m p t l y  r e p o r t  s u c h  t o  h i s  
s u p e r v i s o r  a n d  c o m p l y  w i t h  t h e  p r o v i s i o n s  o f  o t h e r  r e l e v a n t  p o l i c i e s ,  d i r e c t i v e s  a n d  p l a n s .  
 
C .  A s  s u c h  r e l a t e s  t o  h i s  f i t n e s s  f o r  d u t y ,  a n  e m p l o y e e  s h a l l  n o t  f e i g n  o r  a t t e m p t  t o  
p e r p e t r a t e  d e c e p t i o n  o f  i l l n e s s  o r  i n j u r y  t o  a n o t h e r  p e r s o n  a s  t o  t h e  g e n u i n e  n a t u r e  o f  h i s  
p h y s i c a l  c o n d i t i o n .  
 
Section 14. Lawful order 
 
( A )  A n  e m p l o y e e  s h a l l  p r o m p t l y  o b e y  a n d  e x e c u t e  e a c h  a n d  e v e r y  l a w f u l  o r d e r  t h a t  i s  
c o m m u n i c a t e d  t o  h i m .  
 
( B )  A n  e m p l o y e e  s h a l l  n o t  o b e y  a n y  o r d e r ,  d i r e c t i v e  o r  i n s t r u c t i o n  w h i c h  h e  k n o w s  o r  
s h o u l d  k n o w  w o u l d  r e q u i r e  h i m  t o  c o m m i t  a n  i l l e g a l  o r  u n e t h i c a l  a c t .  
 
( C )  A n  e m p l o y e e  s h a l l  n o t  b e h a v e  d i s r e s p e c t f u l l y  o r  t h r e a t e n  o r  i n s u l t  a n y  o t h e r  p e r s o n  
e n g a g e d  i n  t h e  e x e c u t i o n  o f  a  l a w f u l  o r d e r  o r  i n  t h e  c o n d u c t  o f  h i s  a s s i g n e d  d u t i e s ,  t a s k s  
a n d  r e s p o n s i b i l i t i e s .  
 
( D )  T h e  i n t e n t i o n a l  b r e a c h  o f  a n y  p r o v i s i o n  o f  t h i s  S e c t i o n  b y  a n  e m p l o y e e  m a y  s u b j e c t  
t h e  e m p l o y e e  t o  d i s c i p l i n a r y  a c t i o n .  
 
Section 15 . C onflicting  orders  
 
A n  e m p l o y e e  w h o  i s  g i v e n  a  l a w f u l  o r d e r  t h a t  i s  i n  c o n f l i c t  w i t h  a  p r e v i o u s  l a w f u l  o r d e r  
s h a l l  c a l l  a t t e n t i o n  t o  t h e  c o n f l i c t  i n  a n  a p p r o p r i a t e  a n d  r e s p e c t f u l  m a n n e r  t o  t h e  
s u p e r v i s o r  o r  o t h e r  d u l y  a u t h o r i z e d  p e r s o n  w h o  g a v e  t h e  c o n f l i c t i n g  l a w f u l  o r d e r .   I f  s u c h  
s u p e r v i s o r  o r  o t h e r  d u l y  a u t h o r i z e d  p e r s o n  d o e s  n o t  r e t r a c t  o r  a l t e r  t h e  c o n f l i c t i n g  l a w f u l  
o r d e r ,  t h e n  t h e  c o n f l i c t i n g  o r d e r ,  a s  m a y  b e  a m e n d e d ,  s h a l l  p r e v a i l  a s  t h e  l a w f u l  o r d e r  
w i t h  p r i n c i p a l  s t a n d i n g .  
 
Section 16 . C h ain-of-com m and 
 
A n  e m p l o y e e  s h a l l  a d h e r e  s t r i c t l y  t o  t h e  c h a i n -o f -c o m m a n d  i n  t h e  p e r f o r m a n c e  o f  h i s  
a s s i g n e d  d u t i e s ,  t a s k s  a n d  r e s p o n s i b i l i t i e s .   A n  e m p l o y e e  m a y  b r e a c h  t h e  c h a i n -o f -
c o m m a n d  o n l y  i f  t h e r e  i s  a n  a b u n d a n t l y  c o m p e l l i n g  r e a s o n  t o  d o  s o .  
 
Section 17 . C om m unication up  th e ch ain-of-com m and 
 
A .  T h e  L D A F  r e c o g n i z e s  t h a t  f r o m  t i m e -t o -t i m e  a n  e m p l o y e e  m a y  d e s i r e  t o  r e l a y  
i n f o r m a t i o n  t o  t h e  m a n a g e m e n t  s t a f f  o f  t h e  L D A F  o r  t o  d i s c u s s  a  m a t t e r  o f  p e r s o n a l  
i m p o r t a n c e  o n e -o n -o n e  w i t h  s u c h  s t a f f .   A l t h o u g h  t h e r e  e x i s t s  r e c o m m e n d e d ,  c o n v e n i e n t  



and effective lines of communication between an employee and var ious L D A F  
administr ator s,  an employee mig h t pr efer  to seek  an additional meth od to advance a 
cer tain matter .   T h e pur pose of th is S ection to pr ovide g uidance to an employee in th e 
communication of any such  matter  up th e ch ain-of-command.  
 
B .  I t is standar d oper ating  pr ocedur e with in th e L D A F  for  a super visor  to encour ag e and 
welcome h onest,  dir ect and r elevant communication between h imself and each  employee 
with in h is wor k g r oup for  th e pur pose of advancing  th e mission of th e L D A F  or  ensur ing  
th e oper ational effectiveness of th e L D A F  or  its staff.   A n employee sh ould avail h imself 
of th is pr ovision wh enever  such  communication is convenient for  th e employee and h is 
super visor .  
 
C .  ( 1 )  T h e C ommissioner  r eq uir es each  A ssistant C ommissioner  to encour ag e and 
welcome h onest,  dir ect and r elevant communication between h imself and each  employee 
with in h is O ffice for  th e pur pose of advancing  th e mission of th e L D A F  or  ensur ing  th e 
oper ational effectiveness of th e L D A F  or  its staff.   A n employee,  to th e ex tent wh ich  is 
r easonable and pr acticable,  may avail h imself of th is pr ovision ir r espective of h is ch ain-
of-command.  
 
( 2 )  W h enever  an A ssistant C ommissioner  and an employee ag r ee th at th e matter  at issue 
sh ould be advanced to th e C ommissioner ,  th e A ssistant C ommissioner  will ar r ang e to 
br ing  such  matter  to th e attention of th e C ommissioner ,  and will pr omptly r epor t th e 
C ommissioner ’ s r esponse and/ or  disposition on th e matter  to th e employee.  
 
D .  ( 1 )  W h enever  th er e ex ists an abundantly compelling  r eason to br ing  a matter  dir ectly 
to th e attention of th e C ommissioner ,  an employee may r eq uest a confer ence with  th e 
C ommissioner .   H owever ,  any such  r eq uest to th e C ommissioner  by th e employee sh all 
be in a tex t for mat ( email pr efer r ed) ,  g ive a sufficient descr iption of th e matter  at issue,  
and pr ovide an ex planation as to wh y th e matter  could not be advanced by th e employee 
in a manner  pr ovided for  in any pr eceding  pr ovision of th is S ection.   T h e employee sh all 
at th e same time h e mak es such  r eq uest to th e C ommissioner ,  pr ovide h is A ssistant 
C ommissioner  with  a copy ( email pr efer r ed)  of said r eq uest for  a confer ence with  th e 
C ommissioner ,  and th e A ssistant C ommissioner  sh all tak e no action th er eon unless 
dir ected by th e C ommissioner  to do so oth er wise.  
 
( 2 )  W h enever  law,  fact or  cir cumstance must pr eclude th e C ommissioner  fr om 
par ticipating  in such  a confer ence with  th e employee,  th e C ommissioner  may mak e 
ar r ang ements for  th e employee to confer  on th e matter  with  th e D eputy C ommissioner ,  an 
A ssistant C ommissioner ,  th e E x ecutive C ounsel,  H uman R esour ces D ir ector ,  or  oth er  
appr opr iate per son.  
 
Section 18. Personnel action tampering 
 
A .  P er sonnel action tamper ing  r efer s to any ver bal or  wr itten communication or  
attempted communication,  wh eth er  dir ect or  indir ect,  made by a per son not employed by 
th e L D A F  to any officer  of th e L D A F  for  th e pur pose of affecting  th e conduct,  ex tent or  



consequence of a personnel action by the LDAF (e.g., the hiring, assignment, transfer, 
promotion, training, d ev elopment, d iscipline, layoff, or termination of staff, or the 
reorganiz ation of w ork  groups w ithin the LDAF w hich may affect staff) . 
 
B . (1 )  An employee shall not permit, solicit, seek  nor inquire of any other person to 
coerce, influence or interfere w ith any anticipated , pend ing or activ e personnel action by 
the LDAF, or to incite or ad v ance a personnel action by the LDAF.  An employee shall 
bear an affirmativ e obligation to d iscourage and  persuad e against any person from 
engaging or attempting to engage in personnel action tampering. 
 
(2 )  An employee shall not conceal k now led ge of any contemplated  personnel action 
tampering from his Assistant C ommissioner or the Deputy C ommissioner. 
 
C . N othing in this S ection shall be construed  to prohibit, restrict or limit an employee 
from his d uly authoriz ed  participation in a matter w hich may be submitted  by the 
employee for rev iew  by the C iv il S erv ice C ommission. 
 
Section 19. Truthfulness in communication 
 
A. As used  in this S ection and  elsew here in this C hapter, “ communication"  must be giv en 
the broad est possible construction includ ing, but not limited  to, any interpersonal 
conv ersation or correspond ence (e.g., email) , the giv ing of testimony, statement or other 
v erbal account, the preparation and  submission of any report, form, statement or find ing 
of fact, the record ing of d ata or information on any leav e and  attend ance report, 
timesheet, log entry, activ ity report, ex pense v oucher, d aily v ehicle log, test result or 
check list. 
 
B . I t is an obligation of ev ery employee to be truthful w henev er communicating, 
irrespectiv e if the communication is transmitted  v erbally, in tex t format, or by d epiction, 
signal or gesture. 
 
C . An employee shall not engage or attempt to engage, d irectly or ind irectly, in any 
k now ingly false, incorrect, d eceptiv e or mislead ing communication. 
 
D. An employee shall not intentionally w ithhold  any k ey information from any 
communication, k now ing such information to be v ital to the communication. 
 
Section 2 0 . P rotection and  d issemination of information 
 
A. (1 )  W ithout appropriate authoriz ation, an employee shall not access, use or d isclose, 
or permit or allow  another person to access or use, in any manner w hatsoev er any 
confid ential or personal information that is in the custod y or control of, or maintained  by 
the LDAF, irrespectiv e if such information is d epicted  in a material format or transmitted  
v erbally or by electronic means. 
 



(2)  A s  u s e d  i n  t h i s  S e c t i o n ,  t h e  t e r m  “c o n f i d e n t i a l  o r  p e r s o n a l  i n f o r m a t i o n ” i n c l u d e s ,  b u t  
i s  n o t  l i m i t e d  t o ,  a n y  d a t a ,  d e t a i l ,  r e c o r d  o r  a c t i o n  w h i c h  m a y  r e l a t e  t o  t h e  a d m i n i s t r a t i o n  
o f  e x e c u t i v e  o r  p e r s o n n e l  p r o c e s s e s ,  o r  i s  c o n t a i n e d  i n  a n y  o t h e r  p r i v i l e g e d  
c o m m u n i c a t i o n .  
 
B .  (1 ) A n y  c o n f i d e n t i a l  o r  p e r s o n a l  i n f o r m a t i o n  s h a l l  b e  a c c e s s e d  b y  a n  e m p l o y e e  o n l y  i f  
t h e  i n f o r m a t i o n  i s  e s s e n t i a l  a n d  r e s t r i c t e d  t o  t h e  p e r f o r m a n c e  o f  a n  a s s i g n e d  d u t y ,  t a s k  o r  
r e s p o n s i b i l i t y .  
 
(2) D i s s e m i n a t i o n  b y  a n  e m p l o y e e  o f  a n y  s u c h  i n f o r m a t i o n  t o  a n o t h e r  p e r s o n  s h a l l  b e  i n  
s t r i c t  a c c o r d a n c e  w i t h  l a w  w h e n e v e r  t h e  d i s s e m i n a t i o n  o f  t h e  i n f o r m a t i o n  i s  s u b j e c t  
t h e r e t o ,  a n d / o r  t o  r e l e v a n t  p o l i c y ,  d i r e c t i v e  o r  p l a n  f o r  s u c h  d i s s e m i n a t i o n .  
 
(3 ) T h e  C o m m i s s i o n e r ,  b y  d i r e c t i v e  w h e n e v e r  h e  d e e m s  s u c h  n e c e s s a r y  t o  e n s u r e  t h e  
i n t e g r i t y  o f  a n y  p r o v i s i o n  o f  t h i s  S e c t i o n ,  m a y  p r o v i d e  f o r  s p e c i f i c  g u i d e l i n e s  a n d  
r e q u i r e m e n t s  w i t h  r e s p e c t  t o  t h e  p r o t e c t i o n  o r  d i s s e m i n a t i o n  o f  c o n f i d e n t i a l  o r  p e r s o n a l  
i n f o r m a t i o n .  
 
Section 21. Public statements and endorsements, referrals and contacts 
 
A .  W i t h o u t  a u t h o r i z a t i o n  b y  t h e  C o m m i s s i o n e r ,  a n  e m p l o y e e  s h a l l  n o t  a d d r e s s  o r  a p p e a r  
b e f o r e  a n y  p u b l i c  g a t h e r i n g ,  n e w s  m e d i a ,  i n d u s t r y  g r o u p  o r  g o v e r n m e n t a l  b o a r d ,  p r e p a r e  
a n y  a r t i c l e  o r  o t h e r  s u b m i s s i o n  f o r  p u b l i c a t i o n ,  a c t  a s  a  c o r r e s p o n d e n t  t o  a  n e w s p a p e r  o r  
o t h e r  p e r i o d i c a l ,  o r  o t h e r w i s e  r e l e a s e  o r  d i v u l g e  L D A F  a d m i n i s t r a t i v e  i n f o r m a t i o n  w h i l e  
p u r p o r t i n g  t o  a c t  a s  a  r e p r e s e n t a t i v e  o f  t h e  L D A F .  
 
B .  W i t h o u t  p r i o r ,  s p e c i f i c  a u t h o r i z a t i o n  b y  t h e  C o m m i s s i o n e r ,  a n  e m p l o y e e  s h a l l  n o t  
r e c o m m e n d  o r  a d v o c a t e  i n  a n y  m a n n e r  w h a t s o e v e r  o u t s i d e  t h e  c o u r s e  a n d  s c o p e  o f  h i s  
a u t h o r i z e d  d u t y  t h e  t r a n s a c t i o n  o f  a n y  p r o f e s s i o n a l  o r  c o m m e r c i a l  s e r v i c e  o r  p r o d u c t  
o f f e r e d  b y  a  s p e c i f i c  v e n d o r .  
 
Section 22. U se of official title/ p osition 
 
A .  A s  u s e d  i n  t h i s  C h a p t e r ,  t h e  t e r m  “o f f i c i a l  t i t l e / p o s i t i o n ” i n c l u d e s  t h e  i d e n t i f i c a t i o n  
c a r d  o r  i d e n t i f i c a t i o n / c o m m i s s i o n  c a r d ,  b a d g e ,  i n s i g n i a ,  L D A F  p a t c h ,  o f f i c i a l  t i t l e  o r  
p o s i t i o n ,  o r  a n y  o t h e r  t a n g i b l e  o r  i n t a n g i b l e  t h i n g  b y  w h i c h  i t  c a n  b e  c o n s t r u e d  t h a t  t h e  
c o n c e p t  o f  L D A F  i s  b e i n g  i n t e r j e c t e d .   I t  i s  t h e  p u r p o s e  o f  t h i s  S e c t i o n  t o  l i m i t  t h e  u s e  o f  
a n  e m p l o y e e ’ s  o f f i c i a l  t i t l e / p o s i t i o n  t o  m a t t e r s  w i t h i n  t h e  s c o p e  o f  h i s  e m p l o y m e n t  b y  t h e  
L D A F .  
 
B .  A n  e m p l o y e e  s h a l l  n o t  d i r e c t l y  o r  i n d i r e c t l y  p a r t i c i p a t e  i n  o r  a l l o w  a n y  f o r m  o f  
s o l i c i t a t i o n  o r  d e m a n d  w h e r e i n  u s e  i s  m a d e  o f  a n  o f f i c i a l  t i t l e / p o s i t i o n  w i t h o u t  t h e  
a p p r o v a l  o f  t h e  C o m m i s s i o n e r .  
 
C .  A n  e m p l o y e e  s h a l l  n o t  u s e  o r  p e r m i t  u s e  o f  a n  o f f i c i a l  t i t l e / p o s i t i o n  f o r  p e r s o n a l  o r  
f i n a n c i a l  g a i n  o r  t h e  b e n e f i t  o f  a n  i n d i v i d u a l  o r  g r o u p  o f  i n d i v i d u a l s .  



 
D .  A n  e m p l o y e e  s h a l l  n o t  s e e k  o r  a c c e p t  a n y  f o r m  o f  r e w a r d o r  r e m u n e r a t i o n ,  i n c l u di n g  
m o n e y ,  t a n g i b l e  a n d i n t a n g i b l e  p r o p e r t y  o r  p r i v i l e g e ,  f o o d,  b e v e r a g e ,  l o a n  p r o m i s e ,  
s e r v i c e  o r  e n t e r t a i n m e n t ,  e x c l u di n g  w a g e s  p a i d b y  t h e  L D A F ,  a s  a  r e s u l t  o f  h i s  c o n du c t  
w h i l e  a c t i n g  w i t h i n  t h e  a u t h o r i t y  o f  a n  o f f i c i a l  t i t l e / p o s i t i o n ,  e x c e p t  a s  di r e c t e d b y  t h e  
C o m m i s s i o n e r .  
 
E .  A n  e m p l o y e e  s h a l l  n o t  u s e  o r  a t t e m p t  t o  u s e  a n  o f f i c i a l  t i t l e / p o s i t i o n  f o r  t h e  p u r p o s e  o f  
a v o i di n g  t h e  c o n s e q u e n c e  o f  a n  u n l a w f u l  a c t .   T h e  u s e  o f  t h e  L D A F  o r  a n y  o f  i t s  o f f i c e s  
o r  f a c i l i t i e s  a s ,  o r  a s  p a r t  o f ,  t h e  e m p l o y e e ’ s  p e r s o n a l  a ddr e s s  o n  h i s  dr i v e r ’ s  l i c e n s e ,  
v e h i c l e  r e g i s t r a t i o n ,  o r  o t h e r  p e r s o n a l  p a p e r s  o r  l e g a l  i n s t r u m e n t s  i s  p r o h i b i t e d.  
 
Section 23. Political activity 
 
A n  e m p l o y e e  i n  t h e  c l a s s i f i e d s e r v i c e  t o  t h e  s t a t e  s h a l l  a b i de  b y  t h e  p r o v i s i o n s  s e t  f o r t h  
C i v i l  S e r v i c e  C o m m i s s i o n  R u l e ,  C h a p t e r  1 4  – P r o h i b i t e d A c t i v i t i e s ,  a n d C i v i l  S e r v i c e  
C o m m i s s i o n  G e n e r a l  C i r c u l a r  1 5 0 1  – P r o h i b i t e d P o l i t i c a l  A c t i v i t i e s .  
 
Section 24 . C ou r tes y 
 
A .  A n  e m p l o y e e  a t  a l l  t i m e s  s h a l l  b e  p o l i t e  a n d f o r t h c o m i n g  a n d m a i n t a i n  a  t e m p e r a t e  
de m e a n o r  i n  h i s  i n t e r a c t i o n  w i t h  o t h e r s .  
 
B .  Wh i l e  i n  t h e  w o r k p l a c e ,  a n  e m p l o y e e  s h a l l  n o t  m a k e  u s e  o f  c o a r s e ,  h o s t i l e ,  p r o f a n e  o r  
i n s o l e n t  l a n g u a g e ,  i r r e s p e c t i v e  i f  s u c h  i s  c o m m u n i c a t e d v e r b a l l y ,  i n  t e x t  f o r m a t  o r  b y  
de p i c t i o n ,  s i g n a l  o r  g e s t u r e .  
 
C .  Wh i l e  i n  t h e  w o r k p l a c e  o r  o n  a n y  o t h e r  o c c a s i o n  s u c h  c o m m u n i c a t i o n  m a y  b r i n g  t h e  
L D A F  i n t o  di s r e p u t e  o r  p u b l i c  e m b a r r a s s m e n t ,  o r  m a y  r e f l e c t  di s c r e di t  u p o n  h i m s e l f  i n  
h i s  r o l e  a s  a n  e m p l o y e e ,  a n  e m p l o y e e  s h a l l  n o t  c o m m u n i c a t e  a n y  b i a s e d o r  p r e j u di c i a l  
c o m m e n t a r y  o r  p e r s o n a l  o p i n i o n  o r  b e l i e f  t h a t  i s  r e l a t e d t o  r a c e ,  g e n de r ,  a g e ,  n a t i o n a l  
o r i g i n ,  r e l i g i o n ,  p o l i t i c s ,  l i f e s t y l e ,  di s a b i l i t y ,  o r  a n y  o t h e r  p e r s o n a l  c h a r a c t e r i s t i c .  
 
Section 25 . D r u g s ,  alcoh ol and  tob acco 
 
A .  A s  u s e d i n  t h i s  S e c t i o n ,  t h e  t e r m  “ dr u g s ”  m e a n s  a n y  c o n t r o l l e d da n g e r o u s  s u b s t a n c e  a s  
de f i n e d i n  R . S .  4 0 : 9 6 1 ( 7 ) ,  o r  c o n t r o l l e d s u b s t a n c e  a n a l o g u e  a s  de f i n e d i n  R . S .  4 0 : 9 6 1 ( 8 ) .  
 
B .  A s  u s e d i n  t h i s  S e c t i o n ,  t h e  t e r m  “ a l c o h o l ”  m e a n s  a n y  a l c o h o l i c  b e v e r a g e s  a s  de f i n e d 
i n  R . S .  2 6 : 2 4 1 ( 1 ) .  
 
C .  A t  a l l  t i m e s  i n  t h e  w o r k p l a c e  o r  w h i l e  o n -du t y ,  a n  e m p l o y e e  s h a l l  n o t  u s e  o r  b e  u n de r  
t h e  i n f l u e n c e  o f  a n y  dr u g s ,  e x c e p t  i f  s u c h  i s  a n d u s e d i n  t h e  m a n n e r  p r e s c r i b e d b y  a  
l i c e n s e d m e di c a l  p r a c t i t i o n e r  p u r s u a n t  t o  t h e  e m p l o y e e ’ s  t r e a t m e n t  b y  s a i d l i c e n s e d 
m e di c a l  p r a c t i t i o n e r .  
 



D. An employee using pr esc r ib ed  d r ugs sh a ll inf or m h is super v isor  of  suc h  pr ior  t o h is 
r epor t ing f or  d ut y.  U pon r epor t ing f or  d ut y,  t h e employee sh a ll pr esent  t o h is super v isor  
w r it t en d oc ument a t ion f r om t h e pr esc r ib ing med i c a l pr a c t it ioner  w h ic h  c er t if ies t h a t  t h e 
d r ugs in t h e pr esc r ib ed  d osa ge w ill not  impa ir  t h e employee’ s a b ilit y t o sa f ely per f or m 
h is d ut ies. 
 
E . An employee’ s use of  d r ugs ot h er  t h a n in t h e d osa ge pr esc r ib ed  b y h is lic ensed  
med ic a l pr a c t it ioner  ma y sub j ec t  t h e employee t o a ll a pplic a b le pr ov isions of  t h e L DAF ’ s 
sub st a nc e a b use polic y. 
 
F . At  a ll t imes in t h e w or k pla c e,  or  w h ile on-d ut y,  or  pr ior  t o or  d ur ing t h e oper a t ion of  a  
L DAF -ow ned  or  c ont r olled  mot or  v eh ic le,  a ir c r a f t ,  w a t er c r a f t ,  v essel,  ot h er  mea ns of  
c onv eya nc e,  or  mot or iz ed  eq uipment ,  a n employee sh a ll not  use or  b e und er  t h e inf luenc e 
of  a lc oh ol a t  a ny lev el of  b lood  a lc oh ol c ont ent . 
 
G . E x c ept  in c our se a nd  sc ope of  h is a ssigned  d ut ies,  a n employee sh a ll not  f r eq uent  or  
v isit  a ny b a r ,  lounge,  pub ,  sa loon or  t a v er n w h ile on-d ut y.  F or  t h e pur pose of  t h is 
P a r a gr a ph ,  a n employee is not  b a r r ed  f r om ob t a ining f ood ,  a b sent  a ny pur c h a se or  
c onsumpt ion of  a lc oh ol,  d ur ing h is a ut h or iz ed  lunc h  b r ea k  a t  a n est a b lish ment  w h ic h  ma y 
ser v e a lc oh ol t o it s ot h er  pa t r ons. 
 
H . E x c ept  in a ny a r ea  d esigna t ed  f or  suc h  use b y a n Assist a nt  C ommissioner  if  not  
pr oh ib it ed  b y la w ,  t h e use of  a ny t ob a c c o pr od uc t  in t h e w or k pla c e b y a n employee is not  
a ut h or iz ed . 
 
Section 26.  Gambling 
 
A. An employee sh a ll not  pa r t ic ipa t e in a ny f or m of  w a ger  ga ming or  ga mb ling w h ile on-
d ut y. 
 
B . I f  d eemed  f it t ing,  a n Assist a nt  C ommissioner  ma y a llow  sponsor sh ip or  f und r a ising 
a c t iv it ies in a  w or k pla c e,  b ut  only if  t h e c ond uc t  of  suc h  is or d er ly a nd  d oes not  d iminish  
w or k  pr od uc t iv it y. 
 
Section 27 . L D A F  eq u ip ment and  s u p p lies  
 
A. An employee sh a ll ex er c ise d ue a nd  pr oper  c a r e a nd  c a ut ion in h is possession or  
c ont r ol of  L DAF  eq uipment  a nd  supplies,  use suc h  in t h e pr esc r ib ed  ma nner ,  a nd  pr ot ec t  
suc h  f r om d a ma ge,  a b use,  neglec t ,  loss or  c r imina l c onseq uenc e ( e.g.,  t h ef t ,  una ut h or iz ed  
use,  et c .) . 
 
B . W it h out  t h e pr ior  a ppr ov a l of  a n Assist a nt  C ommissioner ,  a n employee sh a ll not  a lt er ,  
mod if y,  a d or n or  ot h er w ise per sona liz e t h e a ppea r a nc e of  a ny L DAF  eq uipment  ( e.g.,  
mot or  v eh ic le)  b y d ispla ying,  a f f ix ing or  a t t a c h ing,  per ma nent ly or  t empor a r ily,  t h er eon 
or  t h er ein a ny st ic k er ,  d ec a l,  pla t e,  logo,  d epic t ion,  d esc r ipt iv e ph r a se,  c ov er ing,  emb lem,  
insignia ,  b a d ge,  la b el,  sign,  f la g,  b a nner ,  ma r k er ,  pla c a r d ,  et c . 



 
C .  A n  e m p l o y e e  s h a l l  n o t  a l t e r ,  m o d i f y ,  o r  s u p p l e m e n t  a n y  L D A F  e q u i p m e n t  i n  a n y  
m a n n e r  w h i c h  m a y  a d v e r s e l y  a f f e c t  i t s  v a l u e ,  o u t p u t ,  s e r v i c e a b i l i t y  o r  w a r r a n t y  o f  s e r v i c e  
o r  s e r v i c e  c o n t r a c t .  
 
D .  F o r  t h e  p u r p o s e  o f  t h i s  C h a p t e r ,  e a c h  p r o v i s i o n  o f  t h e  p o l i c y  s t y l e d  Use and 
M anag em ent  o f  L D A F  V eh i c l es a n d  o f  t h e  d o c u m e n t  s t y l e d  F l eet  R u l es and P r o c edu r es 
( c o l l e c t i v e l y  a n d  g e n e r a l l y  r e f e r r e d  t o  a s  t h e  m o t o r  v e h i c l e  f l e e t  p o l i c i e s )  s h a l l  b e  a  l a w f u l  
o r d e r ,  a n d  a n  e m p l o y e e  s h a l l  o b e y  a n d  c o m p l y  w i t h  e a c h  p r o v i s i o n  t h e r e o f .  
 
E .  F o r  t h e  p u r p o s e  o f  t h i s  C h a p t e r ,  e a c h  p r o v i s i o n  o f  t h e  p o l i c y  s t y l e d  I nf o r m at i o n 
T ec h no l o g y  User  R u l es ( g e n e r a l l y  r e f e r r e d  t o  a s  t h e  I T  u s e r  p o l i c i e s )  s h a l l  b e  a  l a w f u l  
o r d e r ,  a n d  a n  e m p l o y e e  s h a l l  o b e y  a n d  c o m p l y  w i t h  e a c h  p r o v i s i o n  t h e r e o f .  
 
Section 28. Misappropriation of LDAF asset or resource 
 
A .  F o r  h i s  p e r s o n a l  a d v a n t a g e  o r  g a i n ,  a n  e m p l o y e e ,  d i r e c t l y  o r  i n d i r e c t l y ,  s h a l l  n o t  
m i s a p p r o p r i a t e  a n y  L D A F  a s s e t  o r  r e s o u r c e  o r  r e d i r e c t  i n  a n y  m a n n e r  w h a t s o e v e r  t h e  u s e  
o r  b e n e f i t  o f  a n y  L D A F  a s s e t  o r  r e s o u r c e .  
 
B .  A s  u s e d  i n  t h i s  p r o v i s i o n ,  t h e  t e r m s  “ a s s e t ” a n d  “ r e s o u r c e ” m u s t  b e  g i v e n  t h e  b r o a d e s t  
p o s s i b l e  c o n s t r u c t i o n ,  i n c l u d i n g  a n y  c o n c e i v a b l e  t h i n g  o f  t h e  s l i g h t e s t  v a l u e ,  m o v a b l e  o r  
i m m o v a b l e ,  c o r p o r e a l  o r  i n c o r p o r e a l ,  t a n g i b l e  o r  i n t a n g i b l e ,  a n d  i n c l u d i n g ,  b u t  n o t  
l i m i t e d  t o ,  u t i l i t y ,  t e l e p h o n e  a n d  i n t e r n e t  s e r v i c e s ,  t r a n s p o r t a t i o n ,  p r o p e r t y ,  e q u i p m e n t ,  
s u p p l i e s ,  a n d  a n y  r i g h t ,  p r i v i l e g e ,  a d v a n t a g e ,  p r e r o g a t i v e  o r  i m m u n i t y .  
 
Section 29 . C ooperation w ith  ad m inistrativ e inq uiry  
 
A .  A s  u s e d  i n  t h i s  S e c t i o n ,  t h e  t e r m  “ a d m i n i s t r a t i v e  i n q u i r y ” r e f e r s  t o  a n  e x a m i n a t i o n  o f  
f a c t s  a n d  c i r c u m s t a n c e s  t o  b e  c o n d u c t e d  b y  a n  e m p l o y e e  d e s i g n a t e d  b y  t h e  
C o m m i s s i o n e r ,  w h e r e i n  t h e  s u b j e c t  o f  t h e  i n q u i r y  i s  a  b r e a c h  o f  l a w  o r  L D A F  p o l i c y  o r  
d i r e c t i v e .  
 
B .  A n  e m p l o y e e  s h a l l  c o o p e r a t e  w i t h  a n y  a d m i n i s t r a t i v e  i n q u i r y ,  a n d  s h a l l  n o t ,  n o r  
a t t e m p t  t o  o b s t r u c t  a n  a d m i n i s t r a t i v e  i n q u i r y  i n  a n y  m a n n e r  w h a t s o e v e r .  
 
C .  T o  e n s u r e  f a i r n e s s  a n d  i m p a r t i a l i t y  i n  t h e  c o n d u c t  o f  a n  a d m i n i s t r a t i v e  i n q u i r y ,  t h e  
d e s i g n a t e d  e m p l o y e e  m a y  r e q u i r e  a n  e m p l o y e e  t o  k e e p  c o n f i d e n t i a l  f r o m  o t h e r  p e r s o n s  
h i s  k n o w l e d g e  o f  t h e  f o c u s  o r  s u b j e c t  a n d  d e t a i l s  o f  t h e  a d m i n i s t r a t i v e  i n q u i r y ,  a n d  s u c h  
e m p l o y e e  s h a l l  c o m p l y  f u l l y  u n t i l  d u l y  r e l i e v e d  o f  t h e  r e q u i r e m e n t .  
 
D .  A n y  f i n d i n g  o f  f a c t  m a d e  b y  t h e  d e s i g n a t e d  e m p l o y e e  s h a l l  n o t  b e  c o m m u n i c a t e d  t o  
a n y  o t h e r  p e r s o n ,  t h e  C o m m i s s i o n e r  e x c e p t e d .   H o w e v e r ,  t h e  C o m m i s s i o n e r  m a y  p r o v i d e  
f o r  t h e  d i s s e m i n a t i o n  o f  i n f o r m a t i o n  r e l a t e d  t o  t h e  a d m i n i s t r a t i v e  i n q u i r y .  
 
Section 3 0 . C ooperation w ith  th e l eg isl ativ e process 



 
A .  I t  i s  t h e  p o l i c y  o f  t h e  L D A F  t o  f u l l y  c o o p e r a t e  a n d  b e  f o r t h c o m i n g  i n  a n y  r e q u e s t  f o r  
i n f o r m a t i o n  m a d e  b y  l e g i s l a t o r s  a n d  t h e i r  s t a f f .  
 
B .  A n  e m p l o y e e  s h a l l  d i r e c t  t o  t h e  C o m m i s s i o n e r  a n y  r e q u e s t  f o r  i n f o r m a t i o n  f r o m  a  
l e g i s l a t o r  o r  h i s  s t a f f  a n d  a n y  i n v i t a t i o n  o r  r e q u e s t  t o  a p p e a r  a t  a  l e g i s l a t i v e  c o m m i t t e e  
m e e t i n g ,  a n d  t h e  C o m m i s s i o n e r  s h a l l  i n s t r u c t  t h e  e m p l o y e e  i n  t h e  p r o p e r  r e s p o n s e  t o  
s u c h .  
 
C .  T o  e n s u r e  t h e  p r e s e n t a t i o n  o f  c o m p l e t e  a n d  a c c u r a t e  i n f o r m a t i o n  a n d  t o  a v o i d  
i n c l u d i n g  a n y  c o n t r a d i c t o r y ,  a m b i g u o u s  o r  i n s u f f i c i e n t  i n f o r m a t i o n ,  a n  e m p l o y e e ,  a b s e n t  
a  s u b p o e n a  o f  t h e  l e g i s l a t u r e ,  s h a l l  n o t  t e s t i f y  o r  p r o v i d e  i n f o r m a t i o n  a t  a n y  l e g i s l a t i v e  
c o m m i t t e e  m e e t i n g  w i t h o u t  t h e  p r i o r  c o n s e n t  o f  t h e  C o m m i s s i o n e r .  
 
D .  A n  e m p l o y e e  w h o  i s  a u t h o r i z e d  t o  t e s t i f y  a t  a  l e g i s l a t i v e  c o m m i t t e e  m e e t i n g  m e r e l y  
s h a l l  p r o v i d e  f a c t -b a s e d  i n f o r m a t i o n ,  s h a l l  r e f r a i n  f r o m  g i v i n g  e i t h e r  p e r s o n a l  o r  
p r o f e s s i o n a l  o p i n i o n s  o r  b e l i e f s ,  a n d  s h a l l  n o t  a d v o c a t e  f a v o r  o r  d i s f a v o r  f o r  t h e  m a t t e r  
u n d e r  c o n s i d e r a t i o n .  
 
Section 31. Cooperation with other agencies 
 
A n  e m p l o y e e  s h a l l  c o o p e r a t e  w i t h  a n y  r e p r e s e n t a t i v e  o f  a  g o v e r n m e n t  a g e n c y  ( e . g . ,  
L e g i s l a t i v e  A u d i t o r ,  I n s p e c t o r  G e n e r a l ) ,  u n i v e r s i t y  o r  c o l l e g e  w h i l e  h e  i s  e n g a g e d  i n  t h e  
p e r f o r m a n c e  o f  h i s  d u t i e s  b y  p r o v i d i n g  a l l  t h e  a s s i s t a n c e  a n d  i n f o r m a t i o n  a u t h o r i z e d  b y  
l a w  o r  r e g u l a t i o n  a n d  i n  a  m a n n e r  c o n s i s t e n t  w i t h  t h e  p o l i c i e s ,  d i r e c t i v e s  a n d  p l a n s  o f  t h e  
L D A F .  
 
Section 32 . Constraint of  power 
 
A .  W i t h o u t  t h e  p r i o r ,  w r i t t e n  a p p r o v a l  o f  t h e  C o m m i s s i o n e r ,  a n  e m p l o y e e ,  r e p r e s e n t i n g  o r  
o n  b e h a l f  o f  t h e  L D A F ,  s h a l l  n o t  e n t e r  i n t o  a n y  c o n t r a c t ,  a g r e e m e n t ,  c l a i m  s e t t l e m e n t ,  
c o m p a c t ,  c o o p e r a t i v e  e n d e a v o r ,  m e m o r a n d u m  o f  u n d e r s t a n d i n g  a n d / o r  a g r e e m e n t ,  
p r o m i s e ,  p l e d g e  o r  o t h e r  o b l i g a t i o n  w i t h  a n y  o t h e r  p e r s o n  o r  e n t i t y .  
 
B .  W i t h o u t  t h e  p r i o r ,  w r i t t e n  a p p r o v a l  o f  t h e  C o m m i s s i o n e r ,  a n  e m p l o y e e  s h a l l  n o t  
r e q u e s t ,  s o l i c i t ,  s e e k  n o r  i n q u i r e  o f  t h e  A t t o r n e y  G e n e r a l  o r  a n y  m e m b e r  o f  h i s  s t a f f  w i t h  
r e s p e c t  t o  a n  o p i n i o n  o n  a  q u e s t i o n  o f  l a w  ( i . e . ,  a n  A t t o r n e y  G e n e r a l ’ s  o p i n i o n ) .  
 
C .  E x c e p t  a n y  c o m m i s s i o n e d  l a w  e n f o r c e m e n t  o f f i c e r  o f  t h e  L D A F ,  a n  e m p l o y e e ,  u n l e s s  
o t h e r w i s e  a u t h o r i z e d  b y  t h e  C o m m i s s i o n e r ,  s h a l l  n o t  w e a r ,  c a r r y ,  b e a r  o r  d i s p l a y  a n y  
b a d g e ,  i n s i g n i a ,  o r  r e p l i c a  o r  f a c s i m i l e  t h e r e o f ,  i n c l u d i n g  a n y  b a d g e  o f  o f f i c i a l  
t i t l e / p o s i t i o n ,  w h i l e  a c t i n g  i n  t h e  c o u r s e ,  s c o p e  o r  p e r f o r m a n c e  o f  h i s  a s s i g n e d  d u t i e s ,  
t a s k s  a n d  r e s p o n s i b i l i t i e s .   A s  u s e d  i n  t h i s  S e c t i o n ,  t h e  t e r m  “ c o m m i s s i o n e d  l a w  
e n f o r c e m e n t  o f f i c e r  o f  t h e  L D A F ”  m e a n s  a n y  e m p l o y e e  w h o  i s  c o m m i s s i o n e d  b y  t h e  
D e p a r t m e n t  o f  P u b l i c  S a f e t y  a n d  C o r r e c t i o n s  p u r s u a n t  t o  R . S .  3 : 7 3 4 ,  o r  a p p o i n t e d  a n d  
c o m m i s s i o n e d  b y  t h e  S t a t e  F o r e s t e r  p u r s u a n t  t o  R . S .  3 : 4 2 7 4 . 1 .  



 
D .  E x c e p t  a n y  c o m m i s s i o n e d  l a w  e n f o r c e m e n t  o f f i c e r  o f  t h e  L D A F ,  a n  e m p l o y e e ,  i n  
a c c o r d a n c e  w i t h  t h e  p r o v i s i o n s  o f  R . S .  3 2 : 3 1 8 ,  s h a l l  n o t  e q u i p ,  o p e r a t e  o r  u s e  a n y  m o t o r  
v e h i c l e  o w n e d  o r  c o n t r o l l e d  b y  t h e  L D A F  w i t h  a  b l u e  c o l o r e d  e l e c t r i c  l i g h t  t h e r e o n .   A s  
u s e d  i n  t h i s  P a r a g r a p h ,  t h e  t e r m  “ b l u e  c o l o r e d  e l e c t r i c  l i g h t ”  r e f e r s  t o  a n y  d e v i c e  o r  
a p p a r a t u s ,  o r  a  c o m b i n a t i o n  t h e r e o f ,  w h i c h  m a y  b e  c a p a b l e  o f  e m i t t i n g  a  v i s u a l  s i g n a l ,  o r  
w h i c h  m a y  b e  o b s e r v e d  b y  a n o t h e r  p e r s o n ,  i r r e s p e c t i v e  i f  a n y  s u c h  d e v i c e  o r  a p p a r a t u s  i s  
a c t i v a t e d ,  o r  n o t .  
 
Section 33. LDAF credential card 
 
A .  A n  e m p l o y e e  s h a l l  p o s s e s s  a n d  d i s p l a y  t h e  c r e d e n t i a l  c a r d  i s s u e d  b y  t h e  L D A F  
w h e n e v e r  h e  i s  i n  t h e  c o u r s e ,  s c o p e  o r  p e r f o r m a n c e  o f  h i s  a s s i g n e d  d u t i e s ,  t a s k s  a n d  
r e s p o n s i b i l i t i e s ,  e x c e p t  w h e n e v e r  t h e  d i s p l a y  o f  s u c h  m a y  b e  a d v e r s e  t o  t h e  c o n d u c t  o f  a  
s p e c i f i c  d u t y  o r  t a s k  ( e . g . ,  a  c o v e r t  c r i m i n a l  i n v e s t i g a t i o n )  o r  m a y  p o s e  a  r i s k  t o  t h e  s a f e t y  
o f  a n  e m p l o y e e .  
 
B .  A s  s u c h  r e l a t e s  t o  h i s  i n t e r a c t i o n  w i t h  a  n o n -e m p l o y e e ,  a n  e m p l o y e e  s h a l l  f a c i l i t a t e  t h e  
e a s e  o f  v i e w i n g  o f  t h e  i n f o r m a t i o n  o n  t h e  f a c e -s i d e  o f  h i s  L D A F  c r e d e n t i a l  c a r d  
w h e n e v e r  s u c h  i s  d i s p l a y e d  b y  t h e  e m p l o y e e .  
 

C h ap ter T h ree. P rof es s ional Standards  
 
C om m is s ioner’ s  N ote:  A review of the state’s E thic s C od e with a sy n op sis of several  k ey  
p rovision s c an  b e ac c essed  on l in e at http : / / www. ethic s. state. l a. u s/ P u b / L aws/ ethsu m . p d f 
or from  ou r web  p ag e.   A p rin ted  c op y  of the review al so is avail ab l e at every  
head q u arters an d  d istric t offic e.   P l ease refer to it when ever n ec essary .   T han k  y ou .  
 
Section 1 . P u rp os e 
 
A .  L D A F  e m p l o y e e s  s h o u l d  b e  e v e r  m i n d f u l  t h a t  p u b l i c  s e r v i c e  i s  a  p u b l i c  t r u s t .   T o  
f o s t e r  p u b l i c  t r u s t  a n d  c o n f i d e n c e  i n  t h e  L D A F ,  a n  e m p l o y e e  m u s t  a t  a l l  t i m e s  a d h e r e  t o  
p r o f e s s i o n a l  s t a n d a r d s  w h i c h  e n s u r e  h i s  m a n i f e s t  e t h i c a l  c o n d u c t .  
 
B .  I t  i s  t h e  p u r p o s e  o f  t h i s  C h a p t e r  t o  p r o m o t e  t h e  o b j e c t i v e  o f  p r o t e c t i n g  t h e  i n t e g r i t y  o f  
t h e  L D A F  b y  p r o h i b i t i n g  a n  e m p l o y e e  f r o m  e n g a g i n g  i n  a n y  b u s i n e s s ,  e m p l o y m e n t  o r  
t r a n s a c t i o n ,  f r o m  r e n d e r i n g  s e r v i c e s  o r  f r o m  h a v i n g  c o n t r a c t u a l ,  f i n a n c i a l ,  o r  p e r s o n a l  
i n t e r e s t s ,  d i r e c t  o r  i n d i r e c t ,  w h i c h  a r e  i n  c o n f l i c t  w i t h  ( o r  w h i c h  w o u l d  c r e a t e  t h e  
j u s t i f i a b l e  i m p r e s s i o n  i n  t h e  p u b l i c  o f  c o n f l i c t  w i t h )  t h e  p r o p e r  d i s c h a r g e  o f  t h e  
e m p l o y e e ' s  o f f i c i a l  d u t i e s  o r  t h e  b e s t  i n t e r e s t  o f  t h e  L D A F  o r  w h i c h  w o u l d  t e n d  t o  i m p a i r  
i n d e p e n d e n c e  o r  o b j e c t i v i t y  o f  j u d g m e n t  o r  a c t i o n  i n  t h e  p e r f o r m a n c e  o f  h i s  o f f i c i a l  
d u t i e s .  
 
Section 2 . Adh erence to law  
 



A. The provisions of this Cha pter a re intend ed  to su ppl em ent those provisions w hic h 
rel a te to the c od e of g overnm enta l  ethic s a s set forth in R .S . 4 2 : 1 1 0 1 ,  et seq . ( “ E thic s 
Cod e” ) . 
 
B . W henever a ny  provision of this Cha pter m a y  c onfl ic t w ith a  provision of the E thic s 
Cod e,  the provision of the E thic s Cod e sha l l  preva il ,  ex c ept tha t w henever the effec t or 
req u irem ent of a  provision of this Cha pter is stric ter tha n tha t w hic h is c ontem pl a ted  in 
the c om pa ra b l e provision of the E thic s Cod e,  the provision of this Cha pter sha l l  preva i l . 
 
Section 3. Interpretation and application of provisions 
 
A. The provisions of this Cha pter a re not intend ed  to b e d efinitive of every  ru l e tha t 
w ou l d  b e a d visa b l e or nec essa ry  to a c c om pl ish the pu rpose of this Cha pter.  
Conseq u entl y ,  ea c h a nd  every  provision sha l l  b e g iven a  g enu ine c onstru c tion,  a c c ord ing  
to the fa ir i m port of its w ord s,  ta k en in its u su a l  c ontex t,  a nd  w ith referenc e to the 
pu rpose of the provision. 
 
B . Consistent w ith the pu rpose of the provisions of this Cha pter a nd  the fa ir a nd  
rea sona b l e a ppl ic a tion thereof,  the Com m issioner,  w henever nec essa ry  to provid e for the 
opera tiona l  effec tiveness of the L D AF ,  m a y  provid e for the interpreta tion or m a y  a ffix ,  
q u a l if y  or d isq u a l if y  the rel eva nc e of a ny  provision herein w ith respec t to a  rel a ted  or 
a ntic ipa ted  c irc u m sta nc e,  c ond ition or situ a tion. 
 
C. Any  req u est b y  a n em pl oy ee to the Com m issioner for a n interpreta tion of a  provision 
of this Cha pter,  or for a ny  rel a ted  inq u iry ,  shou l d  b e d irec ted  to the Com m issioner’ s 
E x ec u tive Cou nsel  ( em a i l  preferred ) ,  w ho sha l l  resea rc h the m a tter a nd  provid e su c h 
find ing s to the Com m issioner for his review  a nd  d isposition. 
 
Section 4 . D efinitions 
 
U nl ess the c ontex t c l ea rl y  ind ic a tes otherw ise,  w ord s a nd  term s u sed  in this Cha pter sha l l  
ha ve their g enera l  m ea ning ,  ex c ept tha t w henever w ord s a nd  term s d efined  in R .S . 
4 2 : 1 1 0 2  a re u sed  in this Cha pter,  the d efined  m ea ning  sha l l  a ppl y . 
 
Section 5 . P roh ib ited condu ct 
 
A. An em pl oy ee sha l l  not a c c ept a  thing  of ec onom ic  va l u e from  a  sou rc e other tha n the 
L D AF  for the perform a nc e of offic ia l  d u ties a nd  responsib i l ities. 
 
B . An em pl oy ee sha l l  not a c c ept a  thing  of ec onom ic  va l u e for the perform a nc e of a  
servic e su b sta ntia l l y  rel a ted  to pu b l ic  d u ties or w hic h d ra w s on non-pu b l ic  inform a tion. 
 
C. An em pl oy ee sha l l  not a c c ept a  thing  of ec onom ic  va l u e a s a  g ift from  or for servic es 
rend ered  to the fol l ow ing :  
 



(1) persons who have or are seeking to obtain a contractual or other business or financial 
relationship with the L D A F ;  or 
(2 ) persons who are regulated  by  the L D A F ;  or 
(3 ) persons who have substantial econom ic interests which m ay  be substantially  affected  
by  the perform ance or nonperform ance of the em ploy ee’ s official d uties. 
 
D . A n em ploy ee shall not accept a thing of econom ic value for assisting som eone with a 
transaction with the L D A F . 
 
E . A n em ploy ee shall not participate in a transaction involving the L D A F  in which he or 
a m em ber of his im m ed iate fam il y  has a substantial econom ic interest. 
 
F . A n em ploy ee shall not bid  on, enter into, or have in any  way  an interest in any  
contract, subcontract or other transaction und er the supervision or j urisd iction of the 
L D A F .  T his restriction also applies to the im m ed iate fam il y  m em bers of an em ploy ee 
and  to legal entities in which an em ploy ee and / or his fam il y  m em bers own an interest in 
ex cess of 2 5 % . 
 
G . A n em ploy ee shall not use the authority  of his office to com pel or coerce a person to 
provid e him self or som eone else with a thing of econom ic value to which they  are not 
entitled  by  law, or use of the authority  of his office to com pel or coerce a person to 
engage in political activity . 
 
H . A n em ploy ee shall not participate in any  way  in the sale of good s or services to 
persons regulated  by  the L D A F  if the em ploy ee will receive a thing of econom ic value by  
virtue of the sale. 
 
I . A n em ploy ee shall not m ake a pay m ent, give, loan, transfer, or d eliver or offer to give, 
loan, transfer or d eliver a thing of econom ic value whenever the em ploy ee is prohibited  
by  the E thics C od e from  receiving such a thing of econom ic value. 
 
J . A n em ploy ee shall not conceal knowled ge of any  cond uct or action that would  
constitute a breach of a provision of this C hapter from  his A ssistant C om m issioner or the 
D eputy  C om m issioner. 
 
Section 6. Required conduct 
 
A . A n em ploy ee shall cond uct his assigned  d uties, tasks and  responsibilities in such a 
m anner as to preserve and  prom ote public trust and  confid ence, and  at all tim es shall 
avoid  any  situation where his cond uct or actions reflect unfavorably  on the L D A F . 
 
B . I t shall be the continuing d uty  of an em ploy ee to review and  assess his cond uct in 
accord ance with the provisions of this C hapter and  the E thics C od e. 
 



C. An employee s h a ll b ea r  a n a f f i r ma t i v e ob l i g a t i on t o r eq ues t  a d v i c e f r om h i s  
s uper v i s or y s t a f f  r eg a r d i ng  t h e pr opr i et y of  h i s  pa s t  or  f ut ur e c ond uc t  w h enev er  a ny 
r ea s ona b le d oub t  i nv olv i ng  a n et h i c a l c ons i d er a t i on a r i s es . 
 

Chapter Four. Secondary Employment 
 
Secti on 1 . P urpos e 
 
J ob  r ela t ed  r es pons i b i l i t i es  t o t h e L D AF  a r e pr i ma r y f or  a ny employee w or k i ng  f ull t i me;  
t h er ef or e,  a ny ot h er  employment  i n w h i c h  a  f ull-t i me employee i nt end s  t o pur s ue i s  
s ec ond a r y.  T o pr omot e a nd  pr ot ec t  t h e i nt eg r i t y of  t h e L D AF  b y l i mi t i ng  or  pr oh i b i t i ng  
unla w f ul or  unet h i c a l a c t s ,  c onf l i c t s  of  i nt er es t ,  or  t h e per c ept i on t h er eof ,  a n employee 
s h a ll s eek  t h e a ut h or i z a t i on f r om h i s  As s i s t a nt  Commi s s i oner  pr i or  t o eng a g i ng  i n a ny 
s ec ond a r y employment .  T h e pur pos e of  t h e a ut h or i z a t i on pr oc ed ur e s et  f or t h  i n t h i s  
Ch a pt er  i s  t o d et er mi ne t h a t  t h e s ec ond a r y employment  w i ll not  ( 1 )  h a v e a n a d v er s e 
ef f ec t  on t h e employee’ s  pr i ma r y employment ,  ( 2 )  v i ola t e t h e la w  a nd  ( 3 )  c r ea t e a  
c onf l i c t  of  i nt er es t . 
 
Secti on 2 . A dherence to law  
 
A. T h e pr ov i s i ons  of  t h i s  Ch a pt er  s upplement  t h e pr ov i s i ons  s et  f or t h  i n Ch a pt er  T h r ee of  
t h i s  P a r t ;  R .S . 4 2 : 6 1 ,  r ela t i v e t o d ua l of f i c e h old i ng  a nd  d ua l employment ;  a nd  R .S . 
3 6 : 6 2 2  ( B )  a nd  ( C) ,  r ela t i v e t o of f i c er s  of  t h e d epa r t ment  a nd  c ompens a t i on f or  one of f i c e 
only. 
 
B . W h enev er  a ny pr ov i s i on of  t h i s  Ch a pt er  ma y c onf li c t  w i t h  a  pr ov i s i on of  s a i d  Ch a pt er  
T h r ee or  la w ,  t h e pr ov i s i on of  Ch a pt er  T h r ee or  la w  s h a ll pr ev a i l,  ex c ept  t h a t  w h enev er  
t h e ef f ec t  or  r eq ui r ement  of  a  pr ov i s i on of  t h i s  Ch a pt er  i s  s t r i c t er  t h a n t h a t  w h i c h  i s  
c ont empla t ed  i n Ch a pt er  T h r ee or  la w ,  t h e pr ov i s i on of  t h i s  Ch a pt er  s h a ll pr ev a i l. 
 
C. Any a ut h or i z a t i on b y t h e L D AF  f or  a n employee t o b e eng a g ed  i n s ec ond a r y 
employment  s h a ll not  mea n nor  b e i nt er pr et ed  or  ex pr es s ed  b y t h e employee t o mea n t h a t  
s uc h  ex t r a or d i na r y a c t i v i t y b y t h e employee i s  a ppr ov ed ,  s a nc t i oned ,  end or s ed  or  
s uper v i s ed  b y t h e L D AF .  W i t h  r es pec t  t o s uc h  s ec ond a r y employment ,  a n employee 
s h a ll c onf or m t o,  a nd  a b i d e b y t h e la w  of  t h e U ni t ed  S t a t es  of  Amer i c a ,  a nd  t h e s t a t e of  
L oui s i a na  a nd  i t s  poli t i c a l s ub d i v i s i ons .  As  us ed  i n t h i s  S ub s ec t i on,  t h e t er m “ la w ”  s h a l l 
mea n ea c h  a nd  ev er y a ppli c a b le c od e,  r eg ula t i on,  s t a t ut e,  r ule a nd  or d i na nc e.  F a i lur e of  
a n employee eng a g ed  i n a ut h or i z ed  s ec ond a r y employment  t o ob ey t h e la w  ma y r es ult  i n 
t h e r ev oc a t i on b y t h e Commi s s i oner  of  s uc h  a ut h or i z a t i on. 
 
Secti on 3 . I nterpretati on and appli cati on of  prov i s i ons  
 
A. T h e pr ov i s i ons  of  t h i s  Ch a pt er  a r e not  i nt end ed  t o b e d ef i ni t i v e of  ev er y pot ent i a l 
c onf l i c t  of  i nt er es t ,  or  s i t ua t i on not  nec es s a r i ly s ub j ec t  t o t h e pr ov i s i ons  of  t h i s  Ch a pt er .  
Cons eq uent ly,  s a i d  pr ov i s i ons  s h a ll b e g i v en a  g enui ne c ons t r uc t i on,  a c c or d i ng  t o t h e f a i r  



import of their words, taken in their usual context, and with reference to the purpose of 
the particular prov ision.  
 
B .  C onsistent with the purpose of the prov isions of this C hapter and the fair and 
reasonab le application thereof, the C ommissioner, whenev er necessary  to prov ide for the 
operational effectiv eness of the L D A F , may  prov ide for the interpretation or may  affix, 
q ualify  or disq ualify  the relev ance of any  prov ision herein with respect to a related or 
anticipated circumstance, condition or situation.  
 
C .  A ny  req uest b y  an employ ee to the C ommissioner for an interpretation of a prov ision 
of this C hapter, or for any  related inq uiry , should b e directed to the D eputy  
C ommissioner ( email preferred) , who shall research the matter and prov ide such finding s 
to the C ommissioner for his rev iew and disposition.  
 
Sect i o n  4 .  D ef i n i t i o n s  
 
A .  U nless the context clearly  indicates otherwise, words and terms used in this C hapter 
shall hav e their g eneral meaning , except that whenev er words and terms defined in R . S .  
4 2 : 6 2  are used in this C hapter, the defined meaning  shall apply .  
 
B .  A s used in this C hapter, the term “ secondary  employ ment”  means any  j ob , position or 
office, irrespectiv e if such is electiv e or appointiv e, that is carried out b y  the employ ee 
outside his L D A F  employ ment, and which is compensated b y  salary , fee or per diem.   
“ S econdary  employ ment”  includes the prov ision b y  an employ ee of any  compensated 
serv ice, which shall mean the performance of any  work, duty  or responsib ility , b ut shall 
not mean ( 1 )  his L D A F  employ ment, ( 2 )  the leasing , rental or sale of immov ab le 
property , ( 3 )  serv ice with the N ational G uard or M ilitary  R eserv e F orces, or ( 4 )  farming  
activ ities ( i. e. , the planting , g rowing , production or harv esting  of crops or liv estock) , 
whenev er the income from which does not eq ual an amount g reater than fifty  percent 
( 5 0 % )  of the employ ee’ s total income.  
 
C .  A s used in this C hapter, the official title/ position “ A ssistant C ommissioner”  also may  
mean, whenev er appropriate, the D eputy  C ommissioner.  
 
Sect i o n  5 .  Seco n d a r y  em p l o y m en t  
 
A .  A n employ ee shall not hold or eng ag e in secondary  employ ment without the express 
authoriz ation of his A ssistant C ommissioner, such g ranted in a manner set forth in this 
C hapter.  
 
B .  U nless rev oked b y  the C ommissioner during  the interv ening  period, any  authoriz ation 
for secondary  employ ment shall b e v alid for one calendar y ear from the date issued b y  
the A ssistant C ommissioner, at the conclusion of which, said authoriz ation may  b e 
extended for an additional calendar y ear, such in a manner set forth in this C hapter.  
 



C. An employee shall not  apply f or ,  or  hold  or  eng ag e i n sec ond ar y employment  w hi c h 
may b r i ng  t he L D AF  or  t he employee i nt o d i sr epu t e or  pu b li c  emb ar r assment ,  or  
r easonab ly b e ex pec t ed  t o d amag e t he pu b l i c ’ s r espec t ,  c onf i d enc e or  t r u st  of  t he L D AF . 
 
D . An employee shall b ear  an af f i r mat i v e ob l i g at i on t o r eq u est  ad v i c e f r om hi s 
su per v i sor y st af f  r eg ar d i ng  t he pr opr i et y of  hi s sec ond ar y employment  w henev er  any 
r easonab le d ou b t  ar i ses i nv olv i ng  any pr ov i si on of  t hi s Chapt er . 
 
E . An employee’ s su per v i sor y st af f  shall b ear  an af f i r mat i v e ob l i g at i on t o r epor t  t o hi s 
Assi st ant  Commi ssi oner  any c ond u c t  w i t h r espec t  t o t he sec ond ar y employment  of  t he 
employee t hat  may b e a v i olat i on of  law  or  b r eac h of  any pr ov i si on of  t hi s Chapt er . 
 
F . W i t h r espec t  t o an employee’ s sec ond ar y employment ,  he shall not  per f or m any w or k ,  
d u t y or  r esponsi b i l i t y: 
 
( 1 )  w hi le on d u t y w i t h t he L D AF ,  or  w i t hi n hi s L D AF  w or k plac e;  
( 2 )  t hat  i s r eg u lat ed  or  c ont r olled  b y t he O f f i c e of  t he L D AF  t o w hi c h he i s assi g ned ;  
( 3 )  w hi c h may r eq u i r e hi m t o hab i t u ally r eq u est  and / or  f r eq u ent ly u se hi s leav e t i me,  or  
r eq u i r e hi s r ou t i ne ab senc e f r om t he w or k plac e;  
( 4 )  t he f r eq u enc y,  d u r at i on or  c ond u c t  of  w hi c h may i mpai r  hi s c apac i t y t o per f or m hi s 
L D AF  assi g ned  d u t i es,  t ask s and  r esponsi b i l i t i es pr oper ly and  saf ely;  
( 5 )  w hi c h mi sappr opr i at es any L D AF  asset  or  r esou r c e ( e.g .,  L D AF  ow ned  or  c ont r olled ,  
v ehi c le,  eq u i pment ,  su ppli es,  of f i c e spac e,  pr oper t y,  i nf or mat i on t ec hnolog y ( as d ef i ned  
i n t hi s P ar t ) ,  t elec ommu ni c at i on eq u i pment ,  et c .) ;  or  
( 6 )  i n a manner  t hat  i s ad v er se t o t he L D AF  poli c y on t he u se of  of f i c i al t i t le/ posi t i on. 
 
Section 6. Application for secondary employment 
 
A. N o sec ond ar y employment  of  any employee i s au t hor i z ed  b y t he L D AF  u nless and  
u nt i l t he employee pr epar es and  su b mi t s t o hi s Assi st ant  Commi ssi oner  a c omplet ed  
appli c at i on f or  sec ond ar y employment  on t he f or m pr ov i d ed  b y t he L D AF ,  and  sai d  
appli c at i on r ec ei v es ex pr essed ,  f av or ab le c onsi d er at i on b y t he Assi st ant  Commi ssi oner . 
 
B . N o c onsi d er at i on of  an appli c at i on f or  sec ond ar y employment  shall oc c u r  u nless and  
u nt i l t he employee c omplet es t he appli c at i on i n d et ai l,  af f i x es hi s si g nat u r e t her eon 
af f i r mi ng  t he ac c u r ac y of  t he i nf or mat i on pr ov i d ed  t her ei n,  and  f or w ar d s i t  su c c essf u lly 
t hr ou g h hi s c hai n-of -c ommand . 
 
C. An Assi st ant  Commi ssi oner  may r eq u i r e f r om t he employee,  i n ad d i t i on t o an 
appli c at i on f or  sec ond ar y employment ,  su c h ot her  i nf or mat i on,  d oc u ment at i on or  r ec or d s 
t hat  may b e nec essar y t o g i v e d u e and  pr oper  c onsi d er at i on of  t he employee’ s r eq u est  f or  
sec ond ar y employment .  U pon t he d i sposi t i on of  t he employee’ s r eq u est  f or  sec ond ar y 
employment ,  all su c h su pplement ar y i nf or mat i on,  d oc u ment at i on and  r ec or d s,  w i t hou t  
any d u pli c at i on t her eof ,  shall b e r et u r ned  i mmed i at ely t o t he employee. 
 



D. The application for secondary employment shall be used by an employee to ( 1 )  
req uest an initial authoriz ation for secondary employment,  ( 2 )  renew  his authoriz ation for 
secondary employment,  or ( 3 )  terminate his authoriz ation for secondary employment. 
 
Section 7. Obligations of employee 
 
A . A n employee shall promptly notify his A ssistant C ommissioner on the form prov ided 
by the L DA F  of the termination of the employee’ s secondary employment. 
 
B . W henev er during  the period of the authoriz ation for secondary employment,  the 
character,  nature or mak eup of such w ork ,  duty or responsibility chang es,  said 
authoriz ation shall hav e no further force or effect,  and the employee shall be subj ect to 
the prov isions set forth in S ection 6  of this C hapter. 
 
C . A n employee shall anticipate the duration of time any authoriz ation for secondary 
employment may req uire for its due and proper consideration,  and,  according ly,  shall 
timely complete,  submit and forw ard such initial or renew al req uest throug h his chain-of-
command. 
 

C h apter  F iv e. A ttir e,  A ppear ance and  G r ooming 
 
Section 1 . P u r pose 
 
A . A bsent any ex ception w ithin our w ork force,  ev ery L DA F  employee during  his 
w ork day should ex pect to hav e face-to-face contact w ith another employee or a member 
of the g eneral public.  C onseq uently,  any such personal interaction w ill req uire that 
fundamental standards be met for w ork  attire,  professional appearance and suitable 
g rooming  in order to reflect and ensure the operational effectiv eness of the L DA F . 
 
B . I t is the purpose of this C hapter to define standards that g uide and direct employees 
w ith respect to acceptable and prohibited w ork place attire,  appearance and g rooming . 
 
Section 2 . I nter pr etation and  application of pr ov isions 
 
A . A lthoug h aspects of human physical appearance and scent principally are tied to 
subj ectiv e criteria,  it is essential in the w ork place to rely on g enerally accepted standards 
that balance an employee’ s comfort and preference w ith his productiv ity,  health,  safety 
and official title/ position.  The prov isions of this C hapter are not intended to be definitiv e 
of all modes of dress,  material ex pressions of indiv iduality,  or personal scents that may 
be obj ectionable.  N or is it the intention of these prov isions to be definitiv e of all 
acceptable forms of attire,  appearance and g rooming .  R ather,  said prov isions shall be 
applied to ensure that the manifest attire,  appearance and g rooming  of an employee does 
not contribute to an unsafe,  unhealthy,  nonproductiv e or disruptiv e w ork  env ironment. 
 
B . C onsistent w ith the purpose of the prov isions of this C hapter and the fair and 
reasonable application thereof,  the C ommissioner,  w henev er necessary to prov ide for the 



operational effectiveness of the LDAF, may provide for the interpretation or may affix 
the relevance of any provision herein w ith respect to any circu mstance, condition or 
situ ation.  
 
Section 3. Enforcement of provisions 
 
E ach Assistant C ommissioner shall b e responsib le for the enforcement of the provisions 
of this C hapter w ith respect to the attire, appearance and g rooming  of each and every 
employee of his O ffice.   Any su ch action tak en b y an Assistant C ommissioner shall b e 
solely for the pu rpose of preserving  a w ork  environment that is safe, healthy and 
produ ctive w hile, at the same time, reasonab ly accommodating  diversity, individu ality 
and personal differences.   T o promote the continu ity of fair and eq u itab le enforcement 
efforts throu g hou t the LDAF, an Assistant C ommissioner may consu lt w ith the H u man 
R esou rces Director on q u estions relating  to the appropriateness of an employee’ s attire, 
appearance or g rooming .  
 
Section 4 . G enera l  provisions 
 
A.  Assistant C ommissioners shall monitor the w ork places of the employees of his O ffice 
for the pu rpose of determining  their respective compliance w ith the provisions of this 
C hapter.  
 
B .  W henever the H u man R esou rces Director detects or learns of an ob viou s b reach b y an 
employee of any provision of this C hapter, the H u man R esou rces Director shall call su ch 
to the attention of the employee’ s Assistant C ommissioner, w ho shall tak e necessary 
action to resolve the matter.  
 
C . ( 1 ) ( a)  An Assistant C ommissioner may rely on the H u man R esou rces Director or may 
assig n an employee’ s su pervisory staff to tak e necessary, informal action w ith respect to 
the inappropriateness of the employee’ s attire, appearance or g rooming .  
 
( b )  As u sed in this C hapter, the term “ informal action”  refers to the condu ct and 
docu mentation of any action intended to correct the su b j ect deficiency ( e. g . , cou nseling , 
letter of instru ction, reprimand or w ritten w arning , and au thoriz ed ab sence to allow  a 
reasonab le amou nt of time aw ay from the w ork place for the employee to remedy the 
deficiency) , b u t is ab sent any personnel action that may b e su b j ect to review  b y the C ivil 
S ervice C ommission.  
 
( c)  P referred informal action b y su pervisory staff tak es the form of any immediate action 
on the part of the employee that, in the sole opinion of the su pervisory staff, su fficiently 
resolves the su b j ect deficiency.   P referred informal action cou ld b e, perhaps, an employee 
covering  u p too mu ch b are torso or a patently offensive tattoo w ith a sw eater, w earing  a 
j ack et over an u nau thoriz ed t-shirt, w ashing  off enou g h colog ne or perfu me to diminish 
its extraordinary repu lsiveness, or w ork ing  in a b ack  office ou tside of the pu b lic’ s view  
of the employee’ s flip-flop sandals.  
 



(2) Whenever it is  d eterm ined  b y  s u p ervis o ry  s ta f f  tha t the ex tent o f  a  d ef ic ienc y  ris es  to  
a  l evel  w hic h req u ires  the em p l o y ee to  b e a b s ent f ro m  the w o rk p l a c e f o r a  rea s o na b l e 
p erio d  o f  tim e in o rd er to  c o m p l y  w ith the p ro vis io ns  o f  this  C ha p ter (i. e. ,  the em p l o y ee’ s  
a ttire,  a p p ea ra nc e o r g ro o m ing  l ik el y  w i l l  c o ntrib u te to  a n u ns a f e,  u nhea l thy ,  
no np ro d u c tive o r d is ru p tive w o rk  enviro nm ent if  he rem a ins  a t his  w o rk p l a c e),  the 
em p l o y ee s ha l l  b e p l a c ed  o n L E A V E  WI T H O U T  P A Y  f o r s u c h d u ra tio n.   (S ee a l s o  
P ers o nnel  P o l ic ies  P a rt B ,  C ha p ter 2,  S ec tio n 1 0 ,  P a ra g ra p h B ,  rel a tive to  rep o rting  f o r 
d u ty ,  to  w it:  “ A n em p l o y ee s ha l l  rep o rt f o r d u ty  a ttired ,  g ro o m ed  a nd  p o rtra y ing  a n 
a p p ea ra nc e tha t is  c o ns is tent w ith the p ro vis io ns  o f  a p p l i c a b l e p o l ic y . ” ) 
 
(3 ) Whenever it is  nec es s a ry  to  initia te a ny  a c tio n w ith res p ec t to  a  d ef ic ienc y  w ith a n 
em p l o y ee’ s  a ttire,  a p p ea ra nc e o r g ro o m ing ,  the m a tter s ha l l  b e d is c u s s ed  b y  s u p ervis o ry  
s ta f f  (a nd / o r H u m a n R es o u rc es  D irec to r) w ith the em p l o y ee o u ts id e the p res enc e o f  a ny  
o ther p ers o n.  
 
(4 ) A l tho u g h a  b rea c h o f  a  p ro vis io n o f  this  p o l i c y  b y  a n em p l o y ee m a y  o c c u r f ro m  tim e-
to -tim e,  m o s t,  if  no t a l l ,  s ho u l d  b e res o l ved  b y  his  s u p ervis o ry  s ta f f  (o r H u m a n R es o u rc es  
D irec to r) ta k ing  inf o rm a l  a c tio n.   Whenever a  c o ntinu ed  o r rep ea ted  b rea c h o f  o ne o r 
m o re p ro vis io ns  o f  this  C ha p ter b y  a n em p l o y ee is  no t res o l ved  b y  s u f f i c ientl y  
d o c u m ented  inf o rm a l  a c tio n,  his  s u p ervis o ry  s ta f f  s ha l l  is s u e a  l a w f u l  o rd er to  the 
em p l o y ee to  c ea s e the c o nd u c t o f  the o f f end ing  a c t(s ) o r f a i l u re(s ) to  a c t,  a nd  the 
em p l o y ee s ha l l  p ro m p tl y  o b ey  a nd  ex ec u te s u c h l a w f u l  o rd er tha t ha s  b een c o m m u nic a ted  
to  him .   (S ee a l s o  P ers o nnel  P o l ic ies  P a rt B ,  C ha p ter 2,  S ec tio n 1 4 ,  P a ra g ra p h D ,  rel a tive 
to  l a w f u l  o rd er,  to  w it:  “ T he intentio na l  b rea c h o f  a ny  p ro vis io n o f  this  S ec tio n b y  a n 
em p l o y ee m a y  s u b j ec t the em p l o y ee to  d is c ip l ina ry  a c tio n. ” ) 
 
D .  A s  u s ed  in this  C ha p ter,  “ p a tentl y  o f f ens ive"  ref ers  to  the vis u a l  o r o l f a c to ry  p ro p erties  
o f  a  item  o r s u b s ta nc e tha t (1 ) a n a vera g e p ers o n a p p l y ing  c o ntem p o ra ry  c o m m u nit y  
s ta nd a rd s  w o u l d  f ind  s u c h to  b e ex tra o rd ina ril y  o b j ec tio na b l e,  d ero g a to ry  o r rep u l s ive,  
a nd  (2) m a y  c o ntrib u te to  a n u ns a f e,  u nhea l thy ,  no np ro d u c tive o r d is ru p tive w o rk  
enviro nm ent.   A n o d o r o r s c ent is  p a tentl y  o f f ens ive w henever it tend s  to  a d vers el y  
i m p a c t the hea l th o f  a ny  p ers o n in the w o rk p l a c e (e. g . ,  trig g ering  a n a i l m ent rel a ting  to  
(1 ) res p ira tio n,  s u c h a s  a l l erg ic  a s thm a ,  no n-a l l erg ic  a s thm a ,  rea c tive a irw a y  d y s f u nc tio n 
s y nd ro m e (R A D S );  (2) neu ro l o g y ,  s u c h a s  hea d a c hes ,  m ig ra ine hea d a c hes ,  na u s ea ,  
d iz z ines s  a nd  m enta l  c o nf u s io n;  (3 ) s k in,  s u c h a s  hives ,  irrita tio n a nd  s ens itiz a tio n;  o r (4 ) 
ey es ,  s u c h a s  irrita tio n,  tea ring  a nd  inf l a m m a tio n).  
 
Section 5. Attire 
 
A .  A n em p l o y ee p a rtic ip a ting  in the ‘ U ni f o rm  M a na g em ent P ro g ra m  f o r L D A F ’  s ha l l  
c o m p l y  w ith the L D A F  p o l i c y  s ty l ed  P o l i c y  o n the Wea ring  o f  U nif o rm s .   Whenever a ny  
p ro vis io n o f  this  C ha p ter m a y  c o nf l ic t w ith a  p ro vis io n o f  the P o l ic y  o n the Wea ring  o f  
U ni f o rm s ,  the p ro vis io n o f  the P o l ic y  o n the Wea ring  o f  U nif o rm s  s ha l l  p reva i l ,  ex c ep t 
tha t w henever the ef f ec t o r req u irem ent o f  a  p ro vi s io n o f  this  C ha p ter is  s tric ter tha n tha t 
w hic h is  c o ntem p l a ted  in the c o m p a ra b l e p ro vis io n o f  the P o l ic y  o n the Wea ring  o f  
U ni f o rm s ,  the p ro vis io n o f  this  C ha p ter s ha l l  p reva i l .  



 
B .  W i t h  r e s p e c t  t o  n o n -u n i f o r m  a t t i r e ,  t h e  b r o a d  s t y l e  o f  a p p r o p r i a t e  d r e s s  a t  t h e  L D A F  
H e a d q u a r t e r s  c o m p l e x  i s  b u s i n e s s  c a s u a l .   A s  u s e d  i n  t h i s  p r o v i s i o n ,  t h e  t e r m  “ b u s i n e s s  
c a s u a l ”  r e f e r s  t o  a t t i r e  t h a t  i s  l e s s  f o r m a l  i n  f a s h i o n  a n d  s u b s t a n c e  t h a n  p r o f e s s i o n a l  a t t i r e ,  
b u t  r e m a i n s  a p p r o p r i a t e  f o r  a  c o n t e m p o r a r y  o f f i c e  e n v i r o n m e n t .   A c c o r d i n g l y ,  t h e  H u m a n  
R e s o u r c e s  D i r e c t o r  s h a l l  m a i n t a i n  a n  u p -t o -d a t e  l i s t i n g  o f  e x a m p l e s  o f  a t t i r e  w h i c h  m a y  
b e  a c c e p t a b l e  o r  o b j e c t i o n a b l e ,  a n d  s h a l l  p o s t  s u c h  l i s t i n g  o n  t h e  L D A F  i n t r a n e t .   N o t h i n g  
i n  t h i s  p r o v i s i o n  s h a l l  p r e c l u d e  a n  A s s i s t a n t  C o m m i s s i o n e r  f r o m  r e q u i r i n g  a n y  e m p l o y e e  
o f  h i s  O f f i c e  t o  c o n f o r m  t o  t h e  i m p o r t  o f  t h i s  p r o v i s i o n ,  i r r e s p e c t i v e  i f  t h e  e m p l o y e e  i s  
a s s i g n e d  r e m o t e l y  o f  t h e  L D A F  H e a d q u a r t e r s  c o m p l e x .  
 
C .  G e n e r a l l y ,  w i t h  r e s p e c t  t o  t h e  a t t i r e  o f  a n  e m p l o y e e ,  ( 1 )  c l o t h i n g  s h o u l d  b e  o r  a p p e a r  
t o  b e  n e a t l y  p r e s s e d ,  a n d  s h o u l d  n o t  b e  t o r n ,  f r a y e d ,  d i r t y  o r  s t a i n e d  o r  a p p e a r  t o  b e  
e x c e s s i v e l y  f a d e d ;  ( 2 )  a n y  t e x t ,  p i c t u r e  o r  d e p i c t i o n  d i s p l a y e d  o n  c l o t h i n g  s h a l l  n o t  b e  
p a t e n t l y  o f f e n s i v e ;  ( 3 )  a  s p o r t  t e a m ’ s ,  u n i v e r s i t y  o r  f a s h i o n  l o g o  o r  b r a n d  n a m e  o n  
c l o t h i n g  i s  a c c e p t a b l e ,  b u t  n o t  i f  t h e  a r t i c l e  o f  c l o t h i n g  i s  i n c o n s i s t e n t  w i t h  a n y  p r o v i s i o n  
o f  t h i s  C h a p t e r ;  ( 4 )  c l o t h i n g  t h a t  i s  t y p i c a l l y  w o r n  f o r  t h e  b e a c h ,  y a r d  w o r k ,  d a n c e  c l u b s ,  
e x e r c i s e  s e s s i o n s ,  a n d  s p o r t s  c o n t e s t s  v e r y  l i k e l y  i s  i n a p p r o p r i a t e  f o r  t h e  L D A F  
w o r k p l a c e ;  ( 5 )  c l o t h i n g  t h a t  r e v e a l s  t o o  m u c h  b a r e  b a c k ,  s h o u l d e r ,  t o r s o ,  s t o m a c h ,  
t h i g h ( s )  o r  f e e t ,  o r  t h a t  e x p o s e s ,  o r  w h i c h  i s ,  a n  u n d e r g a r m e n t  i s  i n a p p r o p r i a t e  a t t i r e  f o r  
t h e  L D A F  w o r k p l a c e ;  a n d  ( 6 )  s h o e s  s h o u l d  b e  c l e a n  a n d  o f  s u f f i c i e n t  d e s i g n  a n d  
c o n s t r u c t i o n  t o  r e f l e c t  a n d  e n s u r e  t h e  o p e r a t i o n a l  e f f e c t i v e n e s s  o f  t h e  L D A F .  
 
Section 6. Appearance 
 
A .  A n  e m p l o y e e ’ s  a p p e a r a n c e  i n  t h e  w o r k p l a c e  i s  a c c e p t a b l e  w h e n e v e r  i t  i s  d o e s  n o t  
a d v e r s e l y  i m p a c t  h i s  p r o d u c t i v i t y ,  h e a l t h  o r  s a f e t y  o r  t h e  o p e r a t i o n a l  e f f e c t i v e n e s s  o f  h i s  
o f f i c i a l  t i t l e / p o s i t i o n .  
 
B .  G e n e r a l l y ,  w i t h  r e s p e c t  t o  t h e  a p p e a r a n c e  o f  a n  e m p l o y e e ,  ( 1 )  a n y  b o d y  p i e r c i n g  o t h e r  
t h a n  f o r  t h e  e a r s  s h a l l  n o t  c o n t a i n  o r  b e  a d o r n e d  o r  o u t f i t t e d  w i t h  j e w e l r y ;  ( 2 )  a n y  j e w e l r y ,  
t a t t o o  o r  o t h e r  b o d y  a r t  t h a t  i s  p a t e n t l y  o f f e n s i v e  s h a l l  r e m a i n  c o v e r e d  i n  t h e  w o r k p l a c e ;  
a n d  ( 3 )  t h e  w e a r i n g  o f  f a c i a l  h a i r  o r  a n y  h a i r  s t y l e  o r  h e a d  c o v e r i n g  w h i c h  m a y  d i s r u p t  
t h e  o p e r a t i o n a l  e f f e c t i v e n e s s  o f  t h e  L D A F  o r  p u t s  a t  r i s k  t h e  s a f e t y  o f  t h e  e m p l o y e e  i s  
i n a p p r o p r i a t e  f o r  t h e  w o r k p l a c e .  
 
Section 7 . G room ing  
 
A .  A n  e m p l o y e e  s h a l l  a d h e r e  t o  a  r e a s o n a b l e  s t a n d a r d  o f  c l e a n l i n e s s  a n d  p e r s o n a l  h y g i e n e  
w h i l e  i n  t h e  w o r k p l a c e .   T h e  l e n g t h  a n d  t r e a t m e n t  o f  a n  e m p l o y e e ’ s  f i n g e r n a i l s ,  a n d  t h e  
l e v e l  o f  m a k e u p  u s e d ,  i f  a n y ,  s h a l l  b e  a p p r o p r i a t e  f o r  t h e  o p e r a t i o n a l  e f f e c t i v e n e s s  o f  t h e  
w o r k p l a c e .  
 
B .  A n  e m p l o y e e ’ s  h a i r ,  b e a r d ,  m u s t a c h e  o r  s i d e b u r n s  s h a l l  b e  c l e a n ,  n e a t l y  c o m b e d  o r  
b r u s h e d ,  r e s e m b l i n g  a  s h a d e  o f  a  n a t u r a l  h a i r  c o l o r ,  a n d  s h a l l  n o t  p r e s e n t  a  r a g g e d  o r  
u n k e m p t  a p p e a r a n c e .    



 
C . A n y  p a t e n t l y  o f f e n s i v e  o d o r  o r  s c e n t  o f  a n  e m p l o y e e  i s  p r o h i b i t e d  i n  t h e  w o r k p l a c e .  
A n  e m p l o y e e  s h o u l d  b e  a w a r e  t h e i r  f r a g r a n c e  ( e .g ., c o l o g n e , p e r f u m e , l o t i o n , e t c .) o r  t h e  
h e a v y  a p p l i c a t i o n  t h e r e o f  c o u l d  b e  u n p l e a s a n t  f o r  o t h e r  p e r s o n s . 
 

Chapter 6. Information Technology User Rules 
 
S ection 1 . Introd uction 
 
Th e  c o n t i n u e d  u s e  o f  a n d  r e l i a n c e  o n  i n f o r m a t i o n  t e c h n o l o g y  w i t h i n  t h e  L D A F  i s  
i n e v i t a b l e , i n d i s p e n s a b l e  t o  i t s  m i s s i o n  a n d  b e a r s  a  c o n s i d e r a b l e  e x p e n d i t u r e  i n  b o t h  
m a t e r i a l  a s p e c t s  a n d  l a b o r  c o s t s .  Th e  u n e x p e c t e d  a n d  o f t e n  s i g n i f i c a n t  e x p e n s e s  t h e  
L D A F  i n c u r s  a s  a  r e s u l t  o f  t h e  m i s u s e  o f  t h i s  v i t a l  a s s e t  a n d  i t s  r e s o u r c e s  c r i t i c a l l y  i m p a c t  
t h e  c a p a c i t y  t o  a d v a n c e  t h e  m i s s i o n  o f  t h e  L D A F .  M i s u s e  r e s u l t s , b u t  i s  n o t  l i m i t e d  t o , 
w h e n e v e r  a n  e m p l o y e e  e x p l o i t s  L D A F  i n f o r m a t i o n  t e c h n o l o g y  f o r  p e r s o n a l  u s e , 
d i s r e g a r d s  e s t a b l i s h e d  p r o t o c o l s , m i s t r e a t s  e q u i p m e n t  o r  a b u s e s  t h e  p r o g r a m s  a n d  t h e i r  
c a p a b i l i t i e s .  C o n s e q u e n t l y , i t  i s  a  r e a s o n a b l e  a n d  p r a c t i c a b l e  r e q u i r e m e n t  o f  t h e  L D A F  t o  
s e t  f o r t h  r e s p o n s i b l e  r u l e s  f o r  t h e  u s e  o f  i t s  i n f o r m a t i o n  t e c h n o l o g y . 
 
S ection 2 . P urpose 
 
Th e  p u r p o s e  o f  t h i s  C h a p t e r  i s  t o  e s t a b l i s h  b a s i c  g u i d e l i n e s  a n d  r e q u i r e m e n t s  f o r  a n  
e m p l o y e e  t o  f o l l o w  t o  e n s u r e  t h a t  t h e  i n t e n d e d  a n d  b e s t  u s e  o f  LDAF-o w n e d  o r  c o n t r o l l e d  
i n f o r m a t i o n  t e c h n o l o g y  ( “ I T” ) t a k e s  p l a c e . 
 
S ection 3 . Interpretation and  application of prov isions 
 
A . Th e  p r o v i s i o n s  o f  t h i s  C h a p t e r  a r e  n o t  i n t e n d e d  t o  b e  d e f i n i t i v e  o f  e v e r y  r u l e  t h a t  
w o u l d  b e  a d v i s a b l e  o r  n e c e s s a r y  t o  a c c o m p l i s h  t h e  p u r p o s e  o f  t h i s  C h a p t e r .  
C o n s e q u e n t l y , e a c h  a n d  e v e r y  p r o v i s i o n  s h a l l  b e  g i v e n  a  g e n u i n e  c o n s t r u c t i o n , a c c o r d i n g  
t o  t h e  f a i r  i m p o r t  o f  i t s  w o r d s , t a k e n  i n  i t s  u s u a l  c o n t e x t , a n d  w i t h  r e f e r e n c e  t o  t h e  
p u r p o s e  o f  t h e  p r o v i s i o n . 
 
B . C o n s i s t e n t  w i t h  t h e  p u r p o s e  o f  t h e  p r o v i s i o n s  o f  t h i s  C h a p t e r  a n d  t h e  f a i r  a n d  
r e a s o n a b l e  a p p l i c a t i o n  t h e r e o f , t h e  C o m m i s s i o n e r , w h e n e v e r  n e c e s s a r y  t o  p r o v i d e  f o r  t h e  
o p e r a t i o n a l  e f f e c t i v e n e s s  o f  t h e  L D A F , m a y  p r o v i d e  f o r  t h e  i n t e r p r e t a t i o n  o r  m a y  a f f i x  
t h e  r e l e v a n c e  o f  a n y  p r o v i s i o n  h e r e i n  w i t h  r e s p e c t  t o  a n y  c i r c u m s t a n c e , c o n d i t i o n  o r  
s i t u a t i o n . 
 
S ection 4 . G eneral prov isions 
 
A . A s  u s e d  i n  t h i s  C h a p t e r , t h e  t e r m  “ I T”  r e f e r s  t o  o n e  o r  m o r e  c o m p o n e n t s  o r  a  s y s t e m  
o f  c o m p o n e n t s  o r  i n t e r c o n n e c t e d  s y s t e m s , t o g e t h e r  w i t h  s u p p o r t  s e r v i c e s  a n d  c o m p u t e r -
o r i e n t e d  p r o g r a m s  a n d  n e t w o r k s , i n c l u d i n g  t h e  I n t e r n e t  a n d  I n t r a n e t , a l l  o f  w h i c h  a n  
e m p l o y e e  m a y  a v a i l  h i m s e l f  i n  t h e  a c c o m p l i s h m e n t  o f  h i s  a s s i g n e d  d u t i e s , t a s k s  a n d  
r e s p o n s i b i l i t i e s .  I T i n c l u d e s , b u t  i s  n o t  l i m i t e d  t o , h a r d w a r e , s o f t w a r e , e l e c t r o n i c  



databases, communication networks, p h y sical  f acil ities, mainf rame comp uter access, 
p ersonal  or p ortabl e comp uters, p rinters, scanners, f acsimil e mach ines, p ersonal  h and 
h el d dev ices and th e sup p ort serv ices of  th e staf f  of  th e L D A F  I T  S ection ( “ I T S ” ) . 
 
B . A n emp l oy ee’ s l ev el  of  I T  use or access sh al l  be determined sol el y  by  h is A ssistant 
C ommissioner or th e D ep uty  C ommissioner. T h e work p roduct of  any  I T  p rocess, wh il e 
in p rog ress or up on comp l etion, is th e p rop erty  and sh al l  remain under th e control  and 
custody  of  th e L D A F , and is subj ect to rev iew and insp ection by  sup erv isory  staf f  at any  
time. 
 
C . I T  usag e ty p ical l y  is l og g ed ( i.e., recorded or tracked by  el ectronic means)  during  an 
I T  p rocess, and may  be monitored by  I T S  staf f , wh o sh al l  rep ort, with out any  notif ication 
to th e emp l oy ee, any  l ikel y  misuse or breach  of  a p rov ision of  th is C h ap ter to th e 
emp l oy ee’ s A ssistant C ommissioner, wh o may  direct th e I T S  to inh ibit th e misuse and/ or 
remedy  th e breach . 
 
Section 5 .  I T -u s er  r u l es  
 
A .( 1 )  A n emp l oy ee sh al l  use I T  rel ated assets and resources onl y  f or th e of f icial  business 
of  th e L D A F , and h e sh al l  h av e no ex p ectation wh atsoev er of  p ersonal  p riv acy  with  
resp ect to h is use th ereof .  A ccording l y , any  oth er use of  an I T  asset or resource by  an 
emp l oy ee is p roh ibited ( e.g ., sending  ( incl uding  f orwarding )  or receiv ing  p ersonal  email  
items such  as a screen sav er, v ideo, j oke, comical  story  or dep iction, p ol itical  
commentary  or oth er p ersonal  v iewp oint, etc.) . 
 
( 2 )  A n emp l oy ee sh al l  be mindf ul  th at, al th oug h  th ere are some records of  th e L D A F  th at 
may  be subj ect to an ex cep tion, ex emp tion or l imitation to th e l aws p ertaining  to p ubl ic 
records, g eneral l y  th e email s of  an emp l oy ee are indeed p ubl ic records th at may  be 
subj ect to a p ubl ic record req uest. 
 
B . M aterial  th at is cop y rig h ted, p atented or oth erwise identif ied as intel l ectual  p rop erty  of  
anoth er sh al l  not be used by  an emp l oy ee with out ap p rop riate auth ority . 
 
C . P roh ibited uses of  I T  by  an emp l oy ee sh al l  incl ude, but not l imited to:  
 
( 1 )  accessing  any  ch at site or adul t site th at of f ers access to sex ual  or p ornog rap h ic 
material , h ate inf ormation or racial l y  of f ensiv e material ;  
( 2 )  eng ag ing  in any  il l eg al  activ ity  or any  usag e f or an il l eg al  p urp ose;  
( 3 )  p articip ating  in th e communication of  any  messag e or p ubl ish ing  of  inf ormation th at 
v iol ates any  l aw;  
( 4 )  intentional l y  sp reading  a comp uter v irus or oth er mal icious code of  any  kind;  
( 5 )  obtaining  or using , or attemp ting  to obtain or use, any  unauth oriz ed access to any  
comp uter, communication network, el ectronic database, etc.;  
( 6 )  using , storing , maintaining  or p rov iding  p ersonal  f i l es or inf ormation not rel ated to 
L D A F  business ( e.g ., p ersonal  business f i l es, corresp ondence, music f i l es, p h otog rap h s, 
etc.) ;  



(7) us i n g  l a n g ua g e  i n  a n y  c o m m un i c a t i o n  t h a t  m a y  b e  c o n s i d e r e d  a b us i v e  o r  
o b j e c t i o n a b l e ; 
(8 ) e n g a g i n g  o r  a t t e m p t i n g  t o  e n g a g e ,  d i r e c t l y  o r  i n d i r e c t l y ,  i n  a n y  k n o w i n g l y  f a l s e ,  
i n c o r r e c t ,  d e c e p t i v e  o r  m i s l e a d i n g  c o m m un i c a t i o n ; 
(9 ) d i s t r i b ut i n g  un s o l i c i t e d  c o m m e r c i a l  m a t e r i a l  w i t h o ut  p r o p e r  a ut h o r i z a t i o n ;  
(1 0 ) us i n g  I T  i n  a n y  m a n n e r  w h a t s o e v e r  w i t h  r e s p e c t  t o  a  p o l i t i c a l  i s s ue  o r  c a m p a i g n ;  
(1 1 ) m a n i p ul a t i n g  I T  t o  e f f e c t  a n y  un a ut h o r i z e d  d e l e t i o n  o r  m o d i f i c a t i o n  o f  d a t a ,  a  
d i s r up t i o n  w i t h i n  a n  I T  s y s t e m ,  o r  a n y  un a ut h o r i z e d  a c c e s s  t o  c o n f i d e n t i a l  o r  p e r s o n a l  
i n f o r m a t i o n ; 
(1 2 ) us i n g  t h e  us e r  I D ,  p a s s w o r d  a n d / o r  p a s s  c o d e  t h a t  i s  r e g i s t e r e d  t o  a n o t h e r  p e r s o n  
(e x c e p t  I T S  H e l p  D e s k  s t a f f  m a y  d o  s o  w h e n e v e r  s uc h  i s  n e c e s s a r y  t o  r e m e d y  a n  I T S  
s e r v i c e  r e q ue s t ); a n d   
(1 3 ) f a i l i n g  t o  p r o t e c t  a n y  p a s s w o r d  o r  p a s s  c o d e  f r o m  i t s  un a ut h o r i z e d  us e  b y  a n y  o t h e r  
p e r s o n . 
 
Section 6. Transfer or removal of data or records 
 
A n  e m p l o y e e  s h a l l  n o t  t r a n s f e r ,  o r  c a us e  t o  b e  t r a n s f e r r e d ,  a n y  d a t a  o r  r e c o r d  f r o m  i t s  
a ut h o r i z e d  w o r k s i t e  w i t h o ut  p r i o r ,  s p e c i f i c  a ut h o r i z a t i o n  f r o m  h i s  A s s i s t a n t  
C o m m i s s i o n e r  (i .e .,  a  d a t a b a s e  o r  s ub s e t  o f  a n y  t a b l e  s h a l l  n o t  b e  c o p i e d  w i t h o ut  p r o p e r  
a p p r o v a l ). 
 
Section 7 . U se of removab le electronic storag e media 
 
A n  e m p l o y e e  s h a l l  n o t  us e  a n y  e l e c t r o n i c  s t o r a g e  m e d i a  (e .g .,  f l o p p y  d i s k ,  C D ,  D V D ,  
f l a s h  d r i v e ,  t h um b  d r i v e ,  m e m o r y  c a r d ,  e t c .) un l e s s  a n d  un t i l  h e  i s  a ut h o r i z e d  t o  d o  s o  b y  
h i s  A s s i s t a n t  C o m m i s s i o n e r  a n d  t h e  d e v i c e  i s  d e t e r m i n e d  b y  t h e  I T S  t o  b e  f r e e  o f  a n y  
v i r us ,  m a l w a r e ,  s p y w a r e ,  o r  o t h e r  m a l i c i o us  c o d e  o f  a n y  k i n d . 
 
Section 8 . A ffirmative ob lig ation of an emp loy ee 
 
A n  e m p l o y e e  s h a l l  b e a r  a n  a f f i r m a t i v e  o b l i g a t i o n  i n  h i s  us e  o f  I T  t o  (1 ) b e  c ur r e n t  o n  a n d  
c o n f o r m  w i t h  a l l  L D A F  I T -us e r  p r o c e d ur e s  a n d  p r o t o c o l s  r e l a t i n g  t o  t h e  us e  o f  I T  (e .g .,  
r o ut i n e  c h a n g e  o f  p a s s w o r d ,  up d a t e  i n s t a l l a t i o n ,  e t c .),  (2 ) b e  v i g i l a n t  o f  a n y  v i r us ,  
m a l w a r e ,  s p y w a r e ,  o r  o t h e r  m a l i c i o us  c o d e  o f  a n y  k i n d ,  a n d  i m m e d i a t e l y  r e p o r t  a n y  
k n o w n  o r  s us p e c t e d  c o r r up t i o n  o f  I T  t o  t h e  I T S  H e l p  D e s k ,  a n d  (3 ) i m m e d i a t e l y  r e p o r t  t o  
h i s  s up e r v i s o r y  s t a f f  a n y  k n o w n  o r  s us p e c t e d  m i s a p p r o p r i a t i o n  o f  a n y  I T  a s s e t  o r  r e s o ur c e  
b y  a n o t h e r  p e r s o n ,  o r  a n y  k n o w n  o r  s us p e c t e d  b r e a c h  o f  a n y  p r o v i s i o n  o f  t h i s  C h a p t e r . 
 

C h ap ter Seven. C ommu nication w ith  th e M edia 
 
Section 1 . P u rp ose 
 
E f f e c t i v e  c o m m un i c a t i o n  w i t h  t h e  m e d i a  i s  e s s e n t i a l  t o  a d v a n c i n g  t h e  m i s s i o n  o f  t h e  
L D A F  a n d  p r o m o t i n g  c o n t i n ue d  p ub l i c  s up p o r t  o f  i t s  p r o g r a m s  a n d  a c t i v i t i e s .  T h e  
p r o v i s i o n s  o f  t h i s  C h a p t e r  a r e  i n t e n d e d  t o  p r o v i d e  g ui d a n c e  a n d  d i r e c t i o n  t o  e m p l o y e e s  



whenever handling a media inquiry or reques t  s o t hat  t he L D A F ’ s  res p ons e ens ures  t he 
releas e of  c omp let e and ac c urat e det ails ,  ab s ent  any c ont radic t ory,  amb iguous  or 
ins uf f ic ient  inf ormat ion.  
 
Section 2. Interpretation and application of provisions 
 
A .  T he p rovis ions  of  t his  C hap t er are not  int ended t o b e def init ive of  every c irc ums t anc e 
or s it uat ion whic h may relat e t o c ommunic at ing wit h media rep res ent at ives .   
C ons equent ly,  eac h and every p rovis ion s hall b e given a genuine c ons t ruc t ion,  ac c ording 
t o t he f air imp ort  of  it s  words ,  t ak en in it s  us ual c ont ex t ,  and wit h ref erenc e t o t he 
p urp os e of  t he p rovis ion.  
 
B .  C ons is t ent  wit h t he p urp os e of  t he p rovis ions  of  t his  C hap t er and t he f air and 
reas onab le ap p lic at ion t hereof ,  t he C ommis s ioner,  whenever nec es s ary t o p rovide f or t he 
op erat ional ef f ec t ivenes s  of  t he L D A F ,  may p rovide f or t he int erp ret at ion or may af f ix  
t he relevanc e of  any p rovis ion herein wit h res p ec t  t o any c irc ums t anc e,  c ondit ion or 
s it uat ion.  
 
C .  A s  us ed in t his  C hap t er,  t he t erm “ media”  ref ers  t o any ent it y or p ers onnel af f iliat ed 
wit h a mas s  c ommunic at ion means  or out let  s uc h as  t elevis ion,  radio, newspaper, 
m ag az ine, ot h er periodic al , t rade or indu st ry  pu b l ic at ion, int ernet  sit e, et c .  
 
D .  A s u sed in t h is C h apt er, t h e t erm  or g eneral  u se of  “ m edia inq u iry  or req u est ”  sh al l  not  
rel at e t o any  req u est  f or a pu b l ic  rec ord, su c h  as c ont em pl at ed b y  t h e prov isions of  R . S .  
4 4 : 3 1 , et  seq . , rel at iv e t o t h e rig h t  t o ex am ine rec ords.   ( S ee als o P ers onnel P olic ies  P art  B ,  
C hap t er 8 ,  relat ive t o P ub lic  R ec ord R eques t . )  
 
Section 3 . R ole of th e C om m issioner 
 
G enerally,  t he C ommis s ioner is  t he of f ic ial s p ok es p ers on f or t he L D A F ,  b ut  may 
des ignat e one or more ot her emp loyees  ( e. g. ,  t he D ep ut y C ommis s ioner,  eac h A s s is t ant  
C ommis s ioner,  or t he P res s  S ec ret ary)  t o ( 1 )  c ommunic at e wit h t he media on his  b ehal f  
given c ert ain c irc ums t anc es  or s it uat ions  whic h may ex is t  at  t he t ime or may b e ot herwis e 
ant ic ip at ed,  or ( 2 )  aut horiz e anot her emp loyee t o c ommunic at e wit h t he media on b ehalf  
of  t he L D A F .  
 
Section 4 . R ole of th e P ress Secretary  
 
A .  G enerally,  t he P res s  S ec ret ary is  ins t ruc t ed b y t he C ommis s ioner t o p rep are f or his  
ap p roval eac h and every p res s  releas e b y and f rom t he L D A F ,  or any res p ons e t o a media 
inquiry or reques t  made t o t he L D A F  direc t ly or t hrough anot her emp loyee.   A s  us ed in 
t his  C hap t er,  t he of f ic ial t it le/ p os it ion “ P res s  S ec ret ary”  ref ers  t o ( 1 )  one or more of  t he 
s t af f  memb ers  as s igned t o t he L D A F  P ub lic  I nf ormat ion O f f ic e,  or ( 2 ) ,  in a general s ens e,  
t he L D A F  P ub lic  I nf ormat ion O f f ic e.  
 
B .  W henever p rac t ic ab le,  an emp loyee s hall rely on t he P res s  S ec ret ary t o c ommunic at e 
wit h t he media,  or t o p rovide direc t ion and guidanc e t o t he emp loyee wit h res p ec t  t o any 



communication with the media.  Generally, an employee shall refer any media inquiry or 
request to the P ress S ecretary, or confer with the P ress S ecretary prior to any 
communication b y the employee sub sequent to the initial media inquiry or request, or 
prior to the employee effecting  an initial communication with one or more media 
representativ es ( e.g ., press release, pub lic statement) . 
 
C . T he P ress S ecretary shall cause to b e posted on the LD A F  web  pag e 
relev ant information with respect to contacting  the P ress S ecretary ( e.g ., staff contacts, 
telephone numb ers, email address, etc.) , and an employee shall av ail himself of such 
whenev er responding  to a media inquiry or request. 
 
S e c t i o n  5 . A u t h o r i z a t i o n  r e q u i r e d  
 
A .  A n employee shall b e mindful that without authoriz ation b y the C ommissioner, an 
employee shall not address or appear b efore any pub lic g athering , news media, industry 
g roup or g ov ernmental b oard, prepare any article or other sub mission for pub lication, act 
as a correspondent to a newspaper or other periodical, or otherwise release or div ulg e 
LD A F  administrativ e information while purporting  to act as a representativ e of the 
LD A F . 
 
B . W henev er authoriz ed to communicate with the media, an employee shall eng ag e only 
in honest, direct and relev ant communication.  Generally, an employee shall limit his 
communication to fact-b ased information, refrain from g iv ing  either personal or 
professional opinions or b eliefs, and shall not adv ocate fav or or disfav or for the matter 
under discussion.  
 

C h a p t e r  E i g h t . P u b l i c  R e c o r d  R e q u e s t  
 
S e c t i o n  1 . P u r p o s e  
 
A . T he purpose of this C hapter is to prov ide g uidance and direction to an employee 
whenev er he receiv es a request b y a person to produce a pub lic record for its inspection, 
copying  or reproduction. 
 
B . A n employee shall b e mindful that, althoug h most records ( including  emails of any 
employee)  of the LD A F  may b e sub j ect to a pub lic record request, there are many 
records, documents and instruments in the custody or control of the LD A F  that are 
sub j ect to an ex ception, ex emption or limitation to the laws pertaining  to pub lic records 
and, according ly, shall remain confidential. 
 
S e c t i o n  2 . R i g h t  t o  e x a m i n e  r e c o r d s  p u r s u a n t  t o  R .S . 4 4 : 3 1  
 
A . P rov iding  access to pub lic records is a responsib ility and duty of the C ommissioner 
and his employees. 
 



B. Generally, any person of the age of majority may inspect, copy or reproduce any 
pub lic record, and may ob tain a copy or reproduction of any pub lic record. 
 
C . T he b urden of prov ing that a pub lic record is not sub ject to inspection, copying or 
reproduction shall rest w ith the custodian. 
 
D . ( 1 )  A s used in this C hapter, the term " custodian"  means the C ommissioner, or a 
representativ e specifically authoriz ed b y him to respond to req uests to inspect a pub lic 
record. 
 
( 2 )  T he C ommissioner specifically authoriz es the E x ecutiv e C ounsel to respond to 
req uests to inspect a pub lic record, and the E x ecutiv e C ounsel shall act as his 
representativ e in such matters and prov ide for the disposition of each and ev ery pub lic 
record req uest in a manner set forth or otherw ise contemplated b y the prov isions of R .S . 
4 4 : 1 , et seq . 
 
E .( 1 )  As used in this Chapter, the term  “ pub l ic  rec o rd req uest”  rel ates to  any  req uest b y  a 
perso n to  inspec t, c o py  o r repro duc e a pub l ic  rec o rd that is in the c usto dy  o r c o ntro l  o f  the 
L D AF , suc h as m ay  b e c o ntem pl ated b y  the pro v isio ns o f  R . S .  4 4 : 3 1 , et seq . , rel ativ e to  the 
rig ht to  ex am ine rec o rds.  
 
( 2 )  As used in this Chapter, the o f f ic ial  titl e/ po sitio n “ E x ec utiv e Co unsel ”  al so  ref ers to  any  
em pl o y ee desig nated to  represent the c usto dian w ith respec t to  c arry ing  o ut the pro v isio ns o f  
this Chapter and relev ant guidelines and directiv es promulgated b y the E x ecutiv e 
C ounsel. 
 
Section 3.  I nter p r eta tion a nd  a p p l ica tion of  p r ov is ions  
 
A . T he prov isions of this C hapter are not intended to b e definitiv e of ev ery circumstance 
or situation w hich may relate to a req uest to inspect, copy or reproduce a pub lic record.  
C onseq uently, each and ev ery prov ision shall b e giv en a genuine construction, according 
to the fair import of its w ords, tak en in its usual contex t, and w ith reference to the 
purpose of the prov ision. 
 
B. C onsistent w ith the purpose of the prov isions of this C hapter and the fair and 
reasonab le application thereof, the C ommissioner, w henev er necessary to prov ide for the 
operational effectiv eness of the L D A F , may prov ide for the interpretation or may affix  
the relev ance of any prov ision herein w ith respect to any circumstance, condition or 
situation. 
 
Section 4 .  A u th or iz a tion r eq u ir ed  
 
A .  E x cept as otherw ise prov ided in this S ection, w ithout authoriz ation b y the custodian, 
an employee shall not produce any record, document or instrument in the custody or 
control of the L D A F  for any person w ho req uests to inspect, copy or reproduce such. 
 



B.( 1 )  T h e  c u s t o d i a n  m a y  a u t h o r i z e  a n  A s s i s t a n t  C o m m i s s i o n e r  t o  p r o d u c e  c e r t a i n  
r e c o r d s ,  d o c u m e n t s  a n d  i n s t r u m e n t s  i n  t h e  c u s t o d y  o r  c o n t r o l  o f  h i s  O f f i c e  w h i c h  t h e  
c u s t o d i a n  d e e m s  m a y  b e  m a d e  c o n v e n i e n t l y  a v a i l a b l e  t o  a n y  p e r s o n  m a k i n g  s u c h  p u b l i c  
r e c o r d  r e q u e s t . 
 
( 2 )  E x a m p l e s  o f  a  p u b l i c  r e c o r d  c o n t e m p l a t e d  i n  P a r a g r a p h  ( B) ( 1 )  a r e  a n  a g e n d a  o r  
m i n u t e s  o f  a  m e e t i n g ,  a d m i n i s t r a t i v e  r u l e s ,  b o a r d  m e m b e r s h i p  l i s t i n g ,  l i s t i n g  o f  l i c e n s e e s ,   
p r e s s  r e l e a s e ,  e t c . 
 
Section 5. Fees 
 
A l t h o u g h ,  t h e r e  s h a l l  b e  n o  f e e  f o r  a  p e r s o n  t o  e x a m i n e  o r  r e v i e w  a  p u b l i c  r e c o r d ,  f e e s  f o r  
c o p y i n g  a  p u b l i c  r e c o r d  s h a l l  b e  c h a r g e d  a c c o r d i n g  t o  t h e  u n i f o r m  f e e  s c h e d u l e  a d o p t e d  
b y  t h e  C o m m i s s i o n e r  o f  A d m i n i s t r a t i o n ,  a s  p r o v i d e d  i n  R .S . 3 9 :  2 4 1 . 
 
Section 6 . O th er  g u id el ines a nd  d ir ectiv es 
 
T h e  E x e c u t i v e  C o u n s e l  s h a l l  b e  a u t h o r i z e d  t o ,  a n d  s h a l l  p r o m u l g a t e  r e l e v a n t  g u i d e l i n e s  
a n d  d i r e c t i v e s  w h i c h  m a y  b e  n e c e s s a r y  t o  c a r r y  o u t  t h e  p r o v i s i o n s  o f  a p p l i c a b l e  l a w  a n d  
t h i s  C h a p t e r ,  a n d  a n  e m p l o y e e  s h a l l  f o l l o w  a n d  c o m p l y  w i t h  t h e  p r o v i s i o n s  o f  s u c h  
g u i d e l i n e s  a n d  d i r e c t i v e s . 


